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[ L © CENTRAL INTELLIGENCE GRGUF AGENCY
: - - Tashinston, U, C,

ADMIB ISTRATIVE INSTRUCTION

iSTAT'IVN‘TL | : ﬂ%ﬂ%/:l _

SUEJECT: Grievances and Complaints Frocedure j I A{QKWMCL 5/9 n 474

23 April 1947

—

EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED N c\;) ‘

These instructionp set forth the principles and pro-
cedures to be applied in the fair and equal handling of employee
complaints and ;risvances in the Central Intclligence Group.

L ‘ 1. SCOPE '
‘ The provisions of this procedure apply to CIG
| : ' personnel in Washington and in the field,
‘ 2. - LEGAL AUTHORITY
T ‘Bxecutive Order No. 7916, dated 2l June 1938, provides
] that the Personncl Director shall establish a Grievance
i ) Procedure, subject to the approval of the head of the
i agency and the U. S. Civil Service Commission. - The
Director, CIG, and the Civil Service Commission have
approved the procedure outlined herein.

3. INTORIATION .TO PER SONNEL
It is the responsibility of Administrative officials %o
thoroughly advise supervisory personnel of all provisions
of this procecdure, .and to insure that all personncl are
fully informed of their rights and privileges under these
provisions,

j ‘4. DEFINITIONS
x ) A complaint or grievance is usually an cmplo_’,’oe‘ ‘
: : cxpressed fecling of dissatisfaction with respect to his 7

day-to-day wiork rclatlonshlns s viorking conditions s Or ’

. status of cmployment. It may be introduced orally or in

i . viriting. Such problems or misunderstandings arc personal

-to an individual employec, and their solution usually
affects only the particular employce involved.
Problems affecting gencral working conditions or matters
vhich have broad apwllcatlon, involving gencral policy or
administrative practices, are not approprlatc for considera- !
tion under this procedure, Requests and inquiries which do
not fall in the category of gricvances, should be reférred ‘ !

‘ to the employee's immediate supervisors 1In all cases, o

i i ) : - décisions dnd'rc,ason for action taken should be given the-

| ST - employee pronp‘lv and in sufficient ueta:.l. , _ : ;

: (73
~EFFECTIVE 30 JUNE 1947 CIG I“EI“QR%%%%E DJII%L REMAIN TN rozw: UNTIL CANCELLED OrR
'\ RENUMBERED PER CIA GDNEPAL ORDER | | L T e g
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v : 5. polIcy

‘ a) 1t is recognized that fhssam.ufactlon on the part of B ;

ernployecs nay arisc.  This procedurc is intended to provide i
and outline a standard outlet for such problems, and to give
employecs an opportunity to seek adjustment of any complaint
or grievance without restraint, interfcrence, coercion or
reprisal. i
b) Secparate procodurcs are provided in CSC Rules and Regula- -
tions for apneals of efficiency ratings, decisions on the
classification of positions, involuntary scparation during
probaticnary or trial perieodsbascd on inability to porfornm
the required duties, and decisions on administrative actions
involving suspensions, involuntary scparations and removals. !

6. APPLICATIONS OF PROCEDURE o

a) 1his proccdure applics to complaints and grievances
which are porsonal to an employec.

b) An employce who has completed his trial or probationary
period and is being separated for inefficiency, will hav
the rizht to appeal under the Appeal Board Grievance

Procedure. ’ .

c) Employees who are terminated for cause; such as
delinquency or misconduct, may exercise their right to
appeal such removal under the dppeal Board provisions of
this Proccdure. ' -

d) An employce may not use the Grievance cr \tmc.al
Procedure as a cu,la,/ in the application of administrative
action or decisions. This does not precclude hearings
which will be afforded an cmployee prior to disciplinary
action or administrative decision. Such hearings are
scparate and apart from the anx)ual rights of the Grievance
Proccdure.,

; e) Bmployces against whom complaints or g’riovances are
brought, shall be given .the same rirhts under this Procedure
as those accorded the employec originating the. complaint or
grievance,

7. STEPS .ND CHANNELS

a) In order that prompt solutions of complaints and
grievances may be given, the following table and steps in
the Procedure are established for channeling gricvance :
matters. It iz assumed that intermediate supervisors ' Ll
. will be.consulted and informed rclative to action on cases :
. . L involving. employees under their general ]urlsau,tlon. ' cd
’ b) First otggc - Immediatce Supervisor; )

Sccond Stage = Branch. Chiefy

Third Stage - .issistant Director of Off‘lce, and
Fourth Stage - Director, CIG ’
‘ ¢) First Stage = Inmediate Superviso : .
, " The employee should first and al‘iays take up with hls
. immediate supervisor, orally or in writing, any )
‘ question, grievance, complaint, misundcrstanding, or.- . . :
similar difficulty.  Hc may be accompanicd by -an - - . 3
emnloyee from his owm oi‘i‘i’cc_ who may serve as witness.

. : : Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5"°
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Thetdupervisor will allew the employe. to state his case
fully and vill promptly and objectively investizate the
situation. i\ bricf record of the .case will beekept by the
inmediate supervisor for his own information znd for
possible reforcnce should the mattor bc referred to. higher
authority.

d) Sccond Sta;e - Branch Chicf
Ii the nattcr is not adjusted to the urnlovvc' satisfac=-
ion at the first stage and the cnployce. desires to appeal,
he shall submit his case in writing through his irmediatc
supervisor, -who vill forvard the original to the Branch
Chief, and a copy of the appeal to the Chief, Perseonnel
Division, CIG. The Branch Chicf will give the erployee full .
opportunity to ¢xplain his problen personally. The cmployee
nay be accompanicd by not rmore than two CIG emnloyces of his
own choice who may be hcard as vwitnessces. The Branch Chicf
will obtain all peurtinent facts in the case by consulting
vith other persons concerncd or having lmoviledge of the
circunstances. 4 written record will be maintained by the
Branch Uhicef, including a statement of the gricvance, the
narics of persons conccrned, the nanes of those with whom the
nmatter has been discussed, & sumary of findings, and a
stateonent of action taken. The cmplojce will be informed
in writing of action taken at this lu\o 1 after full con-
sideration has been given the case. .. complete case record
will be forwarded to the Chiuf, Porsonnel Division and
to the Persomnel Relatious ouut;on, Porsonnel Division.
e) Third Stage - Assistent Director
If the mattor has not been settled to the setlsfautlon of
the employce at the sccond stage, he may address an appeal
to the Assistant Dirsctor, CIG, in the Office concerncd.
th request will bo forwarded by hand throush the Branch
Chief to the Chicf, Fursonnel Division. The Chief,
Fersonnel Division, will forward the apneal and case
rezords bo the ussistant Dircctor of the Office. The
employeets appeal will reguest that an impartial /dvisory
Appeal Board be cstablished to hear the case, and will
state the name of the person ho sulects for Board licuber.
Upon receeipt of the request, the Assistant Director of
the Office will name a iiember to the Advisory Appeal
Board and will immediately netify the Chief, Persomncl
Division, of his selection. The two licmbers. named will
agree on, and appoint, a third llember, notifying the Chicf,
Forsomecl Division of such selection, If an agreemont
cannot be reached as to the ,ulcctlon of the Third lember,
The Chief, Fcrsonnel Division, who automatically scrves as
Chairman of the .dvisory iuspcal Board, but in a nonevoting
capacity, will secloct. the third licmber to thc Board. The
Board, thercfore, will consist of four licmbers, three of

~which will have voting status. Ilicmbership will be restricted

to employces of CIGe.. The Chicf, Forsonnel Division, will
maintain ebsolute impartiality in his service on the.Board.
His responsibilitics are to advise the Board as to proper
propadu"c and regulaticns to sc: that proper records arc
maintained, and to insure expeditous handling of the matters

“Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5
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The™Mshairman, will convene the Board, which will investigate -
the casc promptly, review all pertincnt papere and hear all
persons, or receive such evidence as the Board, by majority
vote, determines necessa Ve All Lierbers and the employee will
be proscent whon a hzaring is held, and the enploysce will be
glven ample opportunity to present his case. He nay e ‘
accompanicd or reproscnted by not more than two cmployces of
his own choice from CIG.  Tho employee will notify the Chairman
ol the Board in writing of the names of such representatives
prior to the time of the haring.  The Chairan of the Board
will make necessary arrangoments for the complete: recording
of' all proceedings for administrative usc, Upon request,
this report will be made available to the cmnloyce. &
writtun report, signed by the three lLombers and certificed by
the Chairman, including a stateiint of findings and
reeormendations, will be submitsed e the issistant Dircetor
of the Office, but will give no indication-of indiviJdual
opinions or recommendations. If a complete apreementccannot
be reached, a najority decision will be binding. The
Assistant Director of the Office will render a prompt decision
and will inform the employee of such doeision in writing., If
the omployec is dissatisficd with this decision, he may appeal
to the. Director, CIG.

£) Fourth Stage - Dircetor, CIG

The enployce will Torward g written appcal to the Director,
CIG, following the same procedure as outlined in the third
stage. . The Chief, Persomnel Division, will act in the same
capacity as outlined in the thirg stages  The Director will
make a careful and impartial review of the recoras. If
Chuarings are deemed necessary the omployce will be heard

and may have ropresentation. The written deeision of the
Dircctor will be final and the case will Le considercd
closcd. Complete records of the case in all stages will

be maintained in the Personnel Relations Suction, Personnel
Division, - -

g) Conduct of ippeal Foards

Appeal Boards will conduot meetings in an ordsrly and
infermal manncr. They will not function as a judicial or
trial body. ‘ppeal Boards will be cstablished for the
burpose of advising and assisting the appropriate'authority
in rendering a fair and unbiased decision based upon- .
information and facts s and to advisc the proper authority of
findings and rocommendations. The employdes and witnessos
gy be subject to questioning. However, "eross—cxaminations"
iend technical “ebjestion" to tustinony by Board lembers will
mot be tolerated. 511 proceedings relative to the Grievance
‘Bocedure will be carricd out on official Government time and
Quring the normal work dey. ‘Schocduled time off will not

be granted the erployee or his fellow=workcrs to prepars his
GOS0 .
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LN X h) %1me Linitations ‘ '
T Deecisions at the first stage will be rcached within threc
working days; at the sccond stage in not morc than six
vorking days; at the third and fourth stages in not morc
than ten days cach.  If for any reason the. decision is. delayed,
the employce will be notified in writing of the delay, rcasons
for the delay, and the decision date.. in cmployee will be
allowed ten working days to appcal the decision rendered at
, the first, sccond and third stages. An appeal of separation
i ' : . or removal will be made within Five working days from the
o time of the cmployce's receipt of the official notice of the -
L action. , ;
| : » i) Expense and Travel : - |
: Travel or any other expenses which the cmployce, his repre-
sentative or witncsses, might incur in conncction with ;
attendance at hearings granted at the enmpleyce! s request, will ¢
not be borne by CIG. Annual leave » leave without pay, or a
coribination of beoth will be pranted for actual travel time
by any CIG employce involved in the cascs

8. GENER.L
If gricvances or complaints arc submstted which ar¢ not in
accordance with this procedure » the proper authority will
; advise the erployee as to the proper procedure and approved
; provisions, and inform him that CIG requires the application
i of the Irocedure in the intorcst of efficient, prompt and
systeratic handling of wunmployee problonms.

FOR THE DIRECTOR OF CENTR.L INi TELLIGENCE: -

STATINTTL

i o - xecutive for Personnel
and Administration

ATTACHENTS:  None

DISTRIBUTION: 'A
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S v CENTRAL INTELLICENCE AGENCY
R ‘ Washington 25, D.C.

127 October 1948
STATINTL

ADMINTSTRATIVE IKSIR | | ‘ -
NUMBER ’ C : : STATINTL

! SUBJECT; GRIEVANCES /IND COMPLAINTS '
) (This rescinds Administrative lnstructlon ho.[:::::]dated
23 April 1947)
REFERENCES: Executive Urder No. 9830, deted 24 Februarw 1947(Gr1evances) . f
Executive Order.No. 980, dated . 6 July 1948 (Fair Employment !

Practices)

1. POLICY

a, Assistant Directors, Staff Chiefs and other employees in super-
visory capacities will, in the administration of their -offices, insure
optimum working condlt:ons and relationships for personnel under their

-superv1sion.

b, 211 recommendations for p@rsonnel actlons will be based sole]y
on merit and fitness of an-erployee and in meking such recormendations
there will be no discrimination because of race, color, rellpion, or

' nat10nal origin,

¢, It is recognized that dissatisfaction on the part of -employees
may ‘arise in connection.with working conditions and relatlonshlps, or.
status.of -employment, It is recognized further that arplicants for
positiocns.in CIA may feel that their. failure to be appointed in ‘the
Lgency is based on discrimination. This instruction provides a standard
procedure for seeking adjustment of personal complaints end grievances
without restreint, 1nterference, coercion. or repr;sal

2. APPLICATION-OF GRIzVAACE PROCEDURE ‘
el fn’ employee may.éppeal under”this procédufé whens . .

‘ (1) He is dissatisfied with gspects of £ his working conditions
and relatlonshlps which are oun=1de his. control.

(2) He has comuleted his’ trlal or probatlonary pevlod and %
is. being sewarated for unsatlsfactorw service. : : : ) R

;(3) He is terminated for cause, such as. dellnquencv or mis-
conduct. - . . S T ‘ i
] - . . ’ . : ) e 4

(L) He claims he was; dlscrlmlndted aealnst in a personnel
action because of race, color, religion or national orlgin (Executive

- L ERR E
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Order No. 0980, dated 26 Julv 1948)

b. &in applicunt for a poultlon in CIA may anpeal under this
procedure when he alleges that his failure to be app01nted in the Agency
is based solely on dlscrlminatlon.

c. An.emoloyee may not use this procedure:

(1) To delay the anplication of adverse decisions in cases
involving efficiency ratings, vetersns' preference, reduction in
force appeals, and decisions on the classification of positions.

Separate appeal: procedtres are provided in the C. S. C. fules and
Regulations on: such matters.

(2) . In connection w1tk separatlon made by the Director under

authority of “ection 102 2 nal Security et of 1947. (See
Administrative Instrucflon

' (3) In connection with the adjudication of loyalty cases.
(See Administrstive Instruction [:f::::::]

3. EVLFLE PROCEDURE

-—..‘————--—-—.—-...—-

a, in employee should first present to his immediate supervisor,
orally or in writing, any question, grievance, complaint, misunder-
standing or similar difficulty. The supervisor will allow the emplojee
to state his case fully and if necessary to present witnesses. The
supervisor will promptly investigate the situation and w1bh1n five work-
ing days notify the employee of his decision or action.

b. If the employee is not satisfied with the decision or action.of
the supervisor he may appeal in writing to the Branch Chief. A copy of
the written eppeal will be forwarded by the Brarch Chief to the Chief,
Personnel Branch, 2&M (Personnel Officer after 30 November 1948). The
Branch Chief will give the employee full opportunity to explain his-
problem personally, notify the employee in writing within five working:.

days of his decisicn or action taken, and furnish a copy with a'complete -

written case record to the Chltf, *ersonnel Branch,

e, (1) If the case is still not settlud to the sotisfaction of the
employee he may request a hearing before an impartial Advisory Appeal
Board to be constituted from among CIA emplovees as indicated bglow:

(&) One member named Ly the employce making the appeal.
(b) One member named by the. As51stant Dirsctor or Staff Chief
" eoncerned.

(c). Cne member selected by the two mcmbers named above,-

(d) The Chief, Personnel Branch will be non-voting Chairman
and zdvisor. In case the first two members named cannct sgree
within three working dsys on the third member, the- Chajrmen
will select such member from sny office other than that to which

_ the employee who submitted the appeal is assigned.

>-2-,,

STATINTL

STATINTL
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(2) The rcquebt for hgarlng unll 1noludu the nrmu of the
board member desired by the nmp’oyw and be forwarded to the
~hssistent Director or Staff Chicf concerned .through .the Branch
- Chiéf and the Chief, Personnel Lranch,who wlll attacn the case.

l'c.uOI‘du . . . -

(3} Nithin twd workihg dayé'éftef rééeipt of case records
the Assistant Director.cr Staff Chief will forward the csss, with
his rgcbmmendation for & board. member, to the bhalrman of .the Board.

. (4} The- chﬁlrmcn will convene the bosrd and bcgln the hé arlngs ‘ :
within 10 working days after rzcéipt of the casc from the Assistant :
Director or 3taff Chief. . The employee making the .appesl may bc
accompanicd to hearings b" not more than two rﬂpr'sentetlves of ‘his.
own choice. He will inform the chairmen of the names of such repre- .
sentatives prior tc the time of the hearings, .

(5) Upon complutﬁon of the h Prlrga a written repert and the
recommendations of the majority of the:-membsrs of the board certified
by the Chairmen will be forwarded to the hgsistent, Dirsctor or Staff
Chief concerned. The Assistant Director or Staff Chief will uben,
within five worlking danys, meke his decision, inform the employes . in
writing,and return all case records with a copv of his decision to
the Chief, Pcrbonncl Branch,

(6) Ewcept in cases 1nvolv1np alleged discrimination due to
race,  color, rsligion or national orlgln, the employee, if he is
still* dissatisfied, mey submit a written appeal to the Director,
through the Chief, Personnel Branch, who will attach all case records.
The Director will meke his decision either based on a review of the
cagse records or by hsaring the employee in person: if decmed necessary.
If & hearing is held the employee may have représentation if he so
:desires, The Director will inform the cmployse in writing of his
-deeision, which will be final,. 'All case records will be returned. to

. the Persormel Branch for file.

d. l) The r"ecutlvc for A8&M (Deputy Trhcutlve for Administration .
after 30 November 194%) is designated as CIA Fair Eﬁplovrnnt Officcr
under’ the provisiorn of Exscutive Order No. 9980,

(2) - Appeals of decisions of Assistant DlrQCuOTQ and Staff Chiefs,

in’ cases involving alleged discrimination due to race, color, religion

- or national origin wkll be made to the Falr EMplOJment OfflCOT 1nstuad
of ‘the Dlrcctor. . : Ce .

(3) Complaints inﬁoiving discrimihation in cﬁnnection.with person-
nel actions must be submitted rnt later then 30 celender ders after the
complainant learns of the alleged discrimination. ‘ ‘_j

(4) ”hc Fair FmpJOJrent Officer w111,w1tL1n 10 working days,
either teke p:rsonally, or recommend to the Director, any correctlve or
disciplinary action considerad necessary in cases involving actual

.discrimiration through clther acfnon or failure to act.

-2

-
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- choosing.

conflict with their osth of office or sppointment ‘affidevits. In exercising

" coercion on the part of sdministrative and supervisory personnel,

Approved For Release 2006/11/06 : CIA-RDP81-00728R00010b010016-5

~(5) The findings or actions of,the Feir Employment Officer . ‘ :
may be appealed to the Director. = L o

(6) Decisions of the Director in cascs involving slleged
discrimination due to race, color, religion or national origin which
do not satisfy the employoe meking the appenl may be appealed to the
Fair Employment Board in the Civil Service Commission. .

(7) The provisions of this sub-paragreph "d" provide en interim
means for -implementing Executive -Order No, 9980 and are subject to
change to bring them into accord with any regulotions in -conflict .- i
or elaboration which may later be issued by the Civil fervice Commission. ;

e, A1l required action in connection with alleged grievances will be
carried out. during normal working hours and regular working days.

£, The Persqnnél Relations Division, Perscnnel Branch, may be consulted
at any time relative to any grievance or complaint.

4 A, ‘Employees mskiﬁg appeels will be nopifiéd in writing of any delays
in rendering decisions. : '

b. Employees will be nllowed 10 workingbdays to make appeals from
decisions at each level.

¢. Where an appeal is made to the Director, the. complainent and other
of ficers or employees involved in the complaint will bs afforded an opporturni-
ty . to appear personally before the Director or & person designated by him.
The complainant, if he so desires, may heve 2 representative of his own

5. EAPENSE AND_ TRAVEL
Travel or any other expenses which the employee, his representative or

witnesses might incur in connection with attendance"at hearings granted at
the -employee's request, will not he borne by CIA. ALnnual lesve, lecve with-

‘out pay, or a combination of both will be granted for actuel travel time by -

any CIA employee -involved. _ _ ‘

6. EMPLOYEE UNIONS

CIA employees have the right to jbin of‘to refrain from joining any
orgdnizations or associations of employees, the policies of whitli are-not in

this right they will be free from any and all restraint, interference, and

B —




Appfoved- For Release.2006/11/06 : CIA-RDP81-00728R00010001 00.1'6-5

Vo 5 . R . . e

7o' NATIONAL SEGURITY COUNCIL

. - With the concurrence.of the Executive Secretary of the National
| ' Security. Council, the CI4 Fair Employment Officer will also act upon

R any grievances vhich may arise among personnel of his office, . In such
, " cases, the Executive Secretary of the National Security Council will
Lo - take the action prescribed herein for the Director of Central Intelli-
gence, - :

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

N . ’ Executive for
) Administration and lianagement

DISTRIBUTION: ALL CIA EMPLOYEES STAITNITL -
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o Wa.sh:.ngton, D. c,‘ . e i
- STATINTL DN’INISTRATI‘I; IleTRUCTION SR o R e ,;37‘ Decerber 1949

NO+
SUBJECTs Gnevances and COmplalnbs

RESCISSI-ONS: Adm:.msbrat:.vo Instruction No teod P‘7 Ochobex 10948
ey - Administrative Instruetion o dated 16 Novem'ber 1948

[y

STATINTL

lo S,ooée o

5

) Th‘i nstructlon provides the pohcies and procedures for employees
‘secking ad;uatment of personal compleints or grievences.

2, App,ll,oauon' of-Gr:.evanoe Prooedu_re

2. An employee may appeal under this procedure whem

_ (1) He is dissatisfiod with aspec‘bs of h:.s"workmg conditiens i
and relatlonsh:.ps which are outside hls control;

[

, -(2) He hes comple'bed his triel or probat:.ona.ry period and is
;beine, separated for: unsatlsi’actory serv:.c.e.\

i (3) Ho is term:.nated lor cause, such as delinquency or mise-
| . . oonducts .

"~ (4) Ho claims ho was diseriminated agaj.nst in a personnel
s.culon because of mce,, color, rel:.g:.on or natioml origine

o 'b. ‘An apphcant for & position in CIA ma.J appeal under this proge=
dure when he alleges that his failure %o be- appo:.ntod in the Agoncy
4o is based solely on discriminatione

R An employee may - not ur*c “$his procedurc-

(1) To delay the appucahon of advarse declsmns in" eages
':.nvolv:.ng elficiency: rutings, vuterans! preference, reduct:.on in
force appoals, and déeisions on the olagsification of positions
Sepa.ra.te appeal procedurcs are provided in ClVll Scarv:.ce Commis=
un« Rules and: Regula.hons on such matters‘ : .
EIARE RS o
, (2) In conneoti.on wrtm separationa mado by tho: Diroctor under
a.u‘chorxty of Seotion 102 of the Ila Security Act of 1947,
(Admunstratwa Instruct:. on

STATINTL

iy

STATINTL :
' K (3) In cormectlon vu’ch the adjud;cation oi‘ loyalty cases.
(Adm:.nistra.twa ‘Instruction.

“le
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: j
de Grlevanoe Proea dure

ae An omployee £y st shpuld presen‘b to his immodiate supervisor,
‘orally or in writing, any qheation, grievance, complaint, misunder= . v).
standing or similar difficulty. The supervisor will allow the em=
Ployve to. stete his case fully and if necosshry to. present witnessegs
‘The supervisor will promptly investigate the situation and within five
working days notifly tho employee of hxs declsion or o.ction.

be If the employee is not satisfied w:Lth tho deoa,smn or o.cti.on

. of the supervisor, ho may appeal in writing to his Division. Chiefe "
" A oopy of thé uppeal will bo forwarded by the Division Chief to the
"Chief, Porsonnol Division. "The Division Chief will give the omployee

full opportunity to explain his problem personally, notify the eom-
ployeé in writing within five working days of his deeisisn.or action

“taken, and furnish a copy with a complete written case reoord to the
Chn.ef, Perf'ounul Division. C :

ce If the case is still not settled to the satisfaction of the
employes, he may roguest a hearlng befaors: an impartial Advisory Ap=
paal Boarde

(1) The Board will be canstltuted from among CIA employeos
as i‘ollcwss ) ‘ _

(s.) Ono member named by 'Lhe employee malcmg the appeals

~ (b) One member named by the Assistent Directos or Staff
Chief concornede

(c) 'One,membar'seleo'bed by tﬁe two members ‘named eboves

(d)" The Chief, Porsonnel Division or the Chief, Employees
Division, will bo:non-voting chalrmen and advisore In case
_ tho first two members naméd camot agree on the third member
_ within three working.days, the chairman will solect a momber
‘from any office other than that to which the employee who
su‘bm:.tted the uppeal is‘assigneds .

(2) The reques % for hoaring will “include tho name of the
board member desired by the employce and be forwardod to the
Assistent Diroctor or Staff Chief. conceined through the Division

. Ohloi‘ and the chmf, Personnel D:.v:.siun, who w:.ll a‘b‘bach the case
: recnrds. ; . :

3) Within two working days after recoipt of case records,
the Assistant Dirsetor or Staff Chief will forward the records
and his recomandat:.on for a board mcmber to 'bhe chmrman of.

. the boards : :

(4) Tho cha:.rmun w111 convone the board and bog:.n the heare
ings within 10 working days after receipt of the case from the
‘Assistant Director or Staff Chie(’. “The - employee making ‘the appeal
may be aecomponied to hearings by not more than two representae
tives of his choices He will inform the chairman of the nomes
of such ropresentatives prior to the time of the hearingse.

it

2
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(5) Upon completion of the hearings, a written report and
the recommendations of the majority of the members of the board
... certified by the ¢hairman will be forwarded to the Assistant
" Director or Staff Chief’ concerned. The Assistant Director or
Staff Chief will then, within five working days, make his deci-
. sion,. inform the employee in writing, and return a1l tase records
~ with a copy of his deq‘i‘sion..:tgv,thé .Chief, Personnel Division,

(6) . Except 'in cases .involving alleged discrimination due to
race, color, religion or national origin, the employee, if he is
still dissatisfied, may submit a written appeal to the Director,
through the Chief, Personnel Division, who will attach all case
records.’ The Director will make his decision either based on a

- Treview of the casé records or by hearing the employee in pérson
+1f deemed necessary. If. a hearing is held, the employee may have
represehtation if he. so desires, The Director will inform the
enployee in writing of his Secision which will be final., All case
records will be returned to the Persennel Division fcr file,

d. A1l required action in comection with alleged grievances will
be carried out during normal working hours and regular workingy days.

e. .The Personnel Relationg Branch, Fersonnel Division, may. be
consulted at any time relative to any grievance or complaint.

f. Eriployees making uppeais will be notified in writing of any

delays in rendering decisions.

g+ Employees will be allowed 10 v%orking days to make appeals
from decisions at each level, :

-+ he. Where an appeal is made to the Director, the complainant and
other:officers or enployess involved in the complaint will be afforded
an opportunity to appear personally. before the Director or a person -
designated by him, The complainant, if he so desires s may have a
representative of his own choosing, within security limitations.,

O

l.  Fair Bmployment Frocedure

 MHre E. Ry Saunders, Budget Officer, is designated as CIA
Fair Employment Officer under the provisions.of Executive Order
No. 99800 ' : ‘s : '

bs Appeals of decisions of Assistant Directors and Staff Chiefs, -
in cases involving alleged diserimination due to race, color, religion
or national origin will be made to the Fair Smployment Officer instead
of ‘the Director, R o

C¢  Complaints involving discrimination in connection with person-
nel actions niust be submitted not later than 30 calendar days after
the complainant learns of the alleged discrimination.’ ,

ds * The Fair E,mpv'loyment. Officer, within 10 vorking days, either
will effect corrective action or recommend to the Director discipli-
nary or other -action necessary in cases involving actual discrimina-
tion- .
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‘I‘he i‘lndlngs or wcbmns of the Fmr Enployment Offzcer mey
- be uppe'lled to tha Director. ST S T

1

s Declsn.ons oif‘f’bhé Director in”onses mvolvmg alleged dig=
“erimination due to rago; “eolor;  riligion or nctional oripgin whish
"do not sotisfy the employee making ‘the appeal may be appealed to

- tho Fulr Emplownen'b Board m the 01v11 Serv:.ce COmlssmno

¢

~ B chpense and Truvel

vam or a‘uy other expenso “whioh the employee , his representa-
tive or witnessep might incur in conndetion with attendance at hearings
granted &t cho eummroe‘s request Will not be borne by CIA. Annuel leave,
leave without pay, or o combinatizn of Both W:LZU be _granted ‘for ‘eotual
travel +:mo bf any CL omployae :nvulveds

6o J:,npd ovec Unions

- 21 empl wiees have the right to join or to refrain from joining
any organivat ar asgosiatimns of omployoes, the policles of which are
not in conk ibh tholr oath of office or appointment affidavits, In
exercising:this right, thoy will be froe from any and all roestraint, intere
ferenco smi coercion on the part of adninistrative and supervisory person=-

noele: EITE - A St

Te NV.LIO‘)Q.L Securlty Couneil

Uﬁh ”chc conecurrence of the Executive Secrot xry of the National
Security Council, +the CIA Feir Enployment Officer will olso act upon any
grievancos: which may arise among porsounel of his offico. In suéh cases, .
the Exocutivo Sccretary of the Natisnal Security Gouneil will take +the
action pr‘OSQA ibed -herein for the bu'cctor of contral Intelligonco.

- POR: THE. DIRECTOR OF CENTR&L INTbLLIGﬂ-NCER :

STATTNITL

CUpUOIIl, USN 7
Executive

DISTRIBUTION: ALL EMPLOYERS. _—

T e 1.,§%t~f'.@’z;:.ﬁaa CCIE

T HOMYYE SANNL AN
;Hb Q3A1303

b=
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CENTRAL INTELIIGENCE AGENGY . . . . .
Wgshington 25, D.C. ‘

A e A L LN by S

/1ul'

ﬂ,/(,w I |

C 57 &es gl
ADMINISTRATIVE INSTRUCTION AT YT ey
NUMBER - ‘ S

v
o

SUBJECT- GRIEVANCES ! lD COMPL.’&INTS . .o STATINTL
+(This rescinds Administrative Instructlon [:i::::::] dated. -
: 23 April 194%) :
REFERENCES- Executive Urder No. 9830, dated 24 Februarv 1947(Grlevances)
Executlve Or‘er No. 0080, dated 26‘July 1948 (Fair Employment
£ Practices)

r

1. POLICY .

a. Assistant Directors, §§aff Chleﬂs and other employees in super-
visory capacities will, in the Qdmlnlstfatlon of their offices, insure
optimum working condltlons and nelatlnnshlps for personnel under their
superv1sion.‘ s S \ :f : : o

by . All recommendatlons for pe Sonnel. actlons w1ll be based sole]y
on merit and.fitness of an emoloyaé\and in mnklnv.such recormendations .
there will be 50 dlscrlmlnatlon bécaxje of. race, color, reJlglon, or

'}

ce It isirecognized thatfdlssatls ‘action .on- the vart.of employees
may ‘arise. in connecticn w1th$ﬁork1ng cdpditions. and. relatlonshlps, or.

" status of employment. It 1§frecovnlzed further that applicants for .. . ..

positions. in:CIA may feel that their-failure. to:be- &opomnted in, the
Agency is based on dlsorlmdnatlon.. This 'nstructlon provides a standard
procedure for. seeklrg adjiistment of personal complaints end grlevances
without "restreint, 1nterfcrence, coerclon r.reprisal.-. . »

2. APPLICATION CF GRIWA o PROCEMHE Ty ‘ e

g

Loas An emplo3ne‘;mv appeal under thi p”oi@dure when.

(1) He is élSuatlsted with aSpGCto s% his’ worklnp conditlons -
\ and relatlonships wbich arﬁ -outside has con rol._

(2) He as completed his trlal or probaﬁ onary perlod and
is. belng qeqarated for unsatisfactorv service:

o

(3) hg 1s termlnated for cause, such as:d inquency or’ mis-
conduct. e e . ) :

.% He clalms he was; dlscrlmlnated against‘ln a personnel ‘
actlon ecause of race, color, religion or national orlgln.(Executlve

s
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. Order No. 9980, dated 26 July 1%8)

b. An applicent for a p051tlon in CIA may anpeal under this
procedure when he alleges that his failure to be appointed in the Agency
is based solely on ‘discrimination.

R T IR B T W s

¢. 4&n employee may not use this procedure:

(1) To delay the anplication of adverse decisions in cazses
involving efficiency ratings, veterans' preference, reduction. in
force appeals, and decisions on the classification of positions, 3
Separate appeal procedures are prov1dec in the €. S. C. fules- and ﬁ

. Regulatlons on such matters. : ‘ ;

(2) In connection with separations madevby the Director under
authority of “ection 102 of the Nationsl Security Act of 1947. (See
Administrative Instruction No,

(3) 1In connection with the adindication of loyalty cases.- j' o
(See Administr rative Instructlon . g

3. GRIEVLCE_PROCEDURE -

a.. An employee should first present to his immedicte supervisory
orally or in writing, eny question, grievance, complaint, misunder-
standing ‘or similar difficulty. The supervisor will allow the employee
to state his case’ fully and if necessary to present witnesses,. The
supervisor will promptly investigate the situstion and within five work—
ing days notify the employee of his decision or action.

b, If the employee is not sat1of1ed with the decision. or action of
the superv1sor he may appeal in writing to the Branch Chief. A copy of
the written eppeal will be forwarded by the Branch Chisf to the Chief,
Personnel Branch, 4&M (Personnel Officer: after 30 November 1948).: The
Branch ‘Chief will give the employece full opportunity to expliin-his-
problem personally, notify the employee in writing within five working:
days of his decision or action taken, 'and furnish a copy with-a complete
written case record to the Chisf, Personnel Brench

¢. (1) If the case is still no+ settled to the satisfaction of ‘the
employee he may recuest a hearing before an impartial Advisory Appeal
Board to bc constltuted fzom emong CIA emplovees as indicated bclow'b

(a) One member nared by the employoc making the. ﬂppeal
(b) One member named by the Assistant Dlrector or Staff Chief ‘
concerned., . :
{(e) One member selected by the two members ndmed above, "’
(d) The Chicf, Personnel Branch will be non-voting Chairman
" and zdvisor.. In case the first two'members named carnot agree :
within three working deys on the third membeﬂ, the Chairmen . :
will select such member from sny office other than thet to which
.the employee who submltted the appeal is a551gncd.'

'?.“
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(2) The request for hearing will includé the nems of the
beard member desired by the employec and be forwarded to the
Assistant Diructor'gr Staff Chicf concerned through . the Branch
Chief dnd the Chief, Personmel Branch ,who will attach the case

records,

(3) ithin twd”working days after receipt of case records
the fssistent Director or Staff Chief will forward the cass, with

’his récommendation for a board member, to the_Chairmag of the Board.

(4) The chairmen will convene the board and begin the hearings

" within 10 working days after receipt of the case from the Assistant

Director or.3taff Chief. .Thc erployes moking the ampesl may be

accompanicd to hearings by 'not. more than two ropreosentetives of his
own 'choice. He will inform .the cheirmen of the names of such repre~

- sentatives prior tc the time of the heorings.

(5) Upon complution of the hearings a written report and the
recommendations of the mejority of the membors of the board certified
by the Chairman will be forwarded to the hssistant Dircctor or Staff
Chief connerned, The issistant Director or Staff Chicf vwill then,
wWithin five working days, mske his dicision, inform the employes in
writing, and return all csse records with a copy of his decdision to
the Chief, Personnel Branch. ' '

(6) Except in cases involving alleged discrimination due. to
race, color, religion or national origin, - ihe employee, if he is
still dissatisfied, may submit a vritten eppeal to the Director,
through the Chief, Persomnel Branch, who will attach &ll case records,
The Director will make his decision either besed on a review of the
cése records or by hsaring the employce in person if-decmed nocessary,
If a hearing is held the employes may have representation if he so
desires. The Director will inform the employee in writing of his

_ decisien, which will be finel. . A1l case records will be returned to
“.the Persornel Branch for file, . ‘

de (1) The Executive for A&M (Deputy Executive for Administration

after 30 November 1948) is designated as CI4 Fair Employmznt Officer

. under the provision of Executive Order No. 9930,

- (2) Appeals of decisions of AssiStant Directors and Staff Chiefs,
in cases involving alleged diserimination. dus to race, color, religion
or national origir will be made to the Fair Epployment Officer instead

of the Director.:

(3) Complaints involving diseriminztion in connection with person-

.nel actions must be submitted not later than 30 celerdar devs after the

complainent learns of the alleged discriminaticn.

; (4) The Fair Employment Officer will, within 10 working days,
either take p:rsonally, or recommend to the Director, any corrective or
disciplinary action considered necessary in cases involving actual
discriminztion through either action or . failure to-act,

v-B— g

B . S . L A L et et e,
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(5) The findings or' nctions of the Fair Employment Officer
may be appealed to’ the Directqrg ‘

(6) " Decisions of the Director in cages involving allegeq
discrimination due to race, color, religion or national origin which
do not satisfy the employce meking the appeal may be appealed to ‘the
Fair Employment Board in the Civil Service Commission, '

(7) e provisions of thig subﬁbaragrsph "d" provide an interim
means for implementing Executive»Order No. 9980 ang are subject to
change to bring them into accord with any regulotions in conflict . .
or elaboratjion which may later be 1ssued by the Civii Service Commission,

€. All required action in connection with alleged grievances will be
carried out during normal working hours ang regular working days,

£, The Personne] Relations Division, Perscnnel Branch, mey be consulteq
at any time relative to any grievance or corplaint,

4y |, ‘Employees meking appecls will be notified in writing of any delavs
in rendering decisions, h

b. Employses will be allowed 10 working devs o meke appeals from
decisions at each level, o

, ¢. Where an appesl is made ‘to the Director, the complainant ang other’
officers or employees involved in the comolaing will be afforded an opportuni-
ty - to appear personally before the Director or & person designated by him,
The complainant, if he s0 desires, may-have g representative of his own
choosing, L

5. EXPENSE AND IRAVEL

Travel or any other €xpenses’ which she empléyee, his representative or
witnesses might incur in connection with attendence at hearings granted at
| the employee's request, will not be borne by CI4. fnnugl leave, lectve with-
I out pay, or a combinstion of both wili he granted for actua] travel time by
i . any CIA employse involveq, ' ' :

R 6. EMPLOYEE I'NIONS | '
P = |

CIA employees have the right to Join or to refrain frop Joining any
organizations or associationS“of employees, the policies of whith' are not in
conflict with their oath of oftice Or appointment affidavitg, In éxercising
this right they will be free from any and all restraint, interference;and

coercion on the part of administrative and Supervisory personnel,

o » ] 00100010016-8
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7. MATIONAL SECURITY COUNCIL

.+ With the ‘concurrence of the Executive Secretary of the National ‘
-‘Security Council, the CI\ Fair Employment Officer will also act upon .- , : g

any grievances which may arise among personnel of his office, In such '
‘casesy the Executive Secretary of the National Security Council will

take the action prescribed herein for the Director of Central Intelli- ‘
-gence, ‘ :

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for
Administration and Management STATTHITL

DISTRIBUTION: ALL CIA EMPLOYETS . ‘

P OPE4AG728R0001000400;
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CENTRAL INTELLIGENCE AGENCY :
Weshihgton 25, D. 'C, :
16 November 1948 3
/
Py r’ S T | Diaw . ‘ f 5
ADUINISTR.TIVE INSTRUCTION . ¥ .
. NULBER e I,f' ) )  STATINTL
SUBJECT: ~GRIEVANCES 4iD COMPIAINTS ¢
o v!v’v' {
& &
‘ . ' -
paragraph 3d(1), Adhinistrative Instruction Nos 20-12
¢ . -
dated 27 October 1948, is b\hgmged to read as follows: STATINTL 4
Ceputy Exccutive for Inspection S
-and Security, is designatgc ay CIA Fair Employment Officer
under the provision of Efccutiye Order No. 7980.Y STATINTL
) ,t;}' x .
FOR THE DIRECTOR OF OF:TR.L [NTELLIGENCE:
’,F
/
&
Txecupive for ‘
~dministratlon ahd *lenagenent
. % .
ALL CIi EFLOYE )
STATINTL
W
‘ ~ £
IR AE v y
(K‘kﬁ




APMINISTRATIV’E INSTI%. © 7T 37 December 1549° STATNTL |
ouSRATITE. | [l nn L R Desenbe 1oee ‘ |

SUBJEGT: Grleva.nces and Complamta ‘ - PRI STATINTL

RESCISSIONS: . Admmstra‘bwe Instructlon No db.tad 27" October ‘1948

seoking

-2

uScope ) R ,," BRRCOR

-.'APPIication of Grievance Prooedure R O T i i

- Be An employee may appeal under thzs procedure whem

CENTRAL INTELLIGENCE acmvey E
e o Washlngton, Do C. 4];“‘ ’ B e,

-Administrative Insi;rgct}on o ‘, dated 16 Novembor 1948

Tlns Instructlon pruvldes the pol:.ci'es and procedures for employees
adjustment of personal complambs or grlevances.

(1) He is dlssatisfled with aspec’cs of his' work:.ug condz‘tlons
and relatlonships whlch are ou'bsme hls oontrol._

(2) He has oompleted hla trml or probat:.onary per;.od and is

-béing separated for unsa.tlsfaotory serv:.ce. o

(3) He is termmated Lor oause, such as, del:mouenoy or mige

. sonduct.

" (4). He claims he. Wa§ dis crlminated against m 8 personnel

~actlon because of raoe, color,' rel:.g:.on or nat:.onal origine"

b. An apphcant *"or a pos:.tmn in CIA may appeal under this proce~

dux-e when he nlleges ‘that.his failure to be apppmteg in-the Agency
is based solely on discriminatione” AR

" Ca. An employee may not use thls précedure- o

'authonty of Section 102 of the Wati Security et of 1947+ grarinTL
(Admn.n:.stratlve Inatruction Hos | L L ~

‘»-;,..si.on Rules ::md Regulatlons on such matters.

L (Admmstra.twe Instruct:.an Noa
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(1) To delay the" apphcution of adverse deOlSlOI]S in, cases

-1nvolv1ng éfficioncy rotings, veterangt: ‘preférence,. reduct:.on in

force appeals, and deeisions on the, olassification of ‘position,
Separate appeal procedures are provided in CWil Sorv:.ce Comls-

s

(2) In cormection w1th separatlons made by ho' Director under

(3) In: connecti on: w1+,h theﬂ qmon' Qf-‘v-léxélty,"qéégs- STATINTL
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34 Grievance Pr. adure : ' . L) N
- e ORI RS P b
a. An employee first should present. to his jmnediate  supervisor;
orally or in writing, any question, grievance, compleint, mi sundor= ;
stonding or similar difficultye The supervisor will allow “the .em= . !

.ployeo to state his case fully and if necessory: to ‘present witnossess.

The supervisor will promptly investigate the-situstion end within five
working days notify the employee of his Agleci‘s'i"on or actione

be If tho omployee is not satisfied with the decision or agction.. . i
" . of the supsrvisor, hg may appeal in writing %o ‘his :DivisionChiefs ' i
_ A -copy of.the appg,a’lj' will be forwanrded by the Dpivision Chief to the
“Ghief, Persomnnel Division. The Division Chief will give the cmployee
' full opportunity to explain his problem personally, notify tho em=
- : ployeé ‘in writing within five working deys of his deecisi onor netion
. taken, and furnish a copy with a complete written case record to the <
: ~ Chiof, Porsonnel Divisions - e e ‘

ou I tho oase is still not settlod to tho satisfaction of tho
employee, he may roguost e hearing before on dmpartiel Advisory ‘Lp-
] poal Boarde ; ' ,
(1) The Board will bo constituted i‘rJom among CIA employees
... a8 followsy . L R y S

‘ (a) " Ono momber named 'By the employee making the appeals

. (b>)" onevmemb,er;h;a'med 'by.t'ho-Asgisﬂzmt?nirectof or staff
Chief concorned. :

'

" (c) One member selected by the two members named aboves

. (d)" The Chiof, Personnel Division 'or the Chief, Employoes

. .Division, will be:non=vobing chalrman and advisor. In case

_the first two members naméd cemnot agres on the third member
within threo working days, the chairmmn will sclect a member
from any office other than that to whioh the employee who.
submitted the appeal is assigneds’ ' o v

* (2) The request for hearing will inecludo the name of the
board member desired by the employee and be forwarded to the
. Assistant Diroctor or Staff Chief concerned through the Division
- Chiof and the Chief, Porsonnel Division, who will ‘attach the case
“rgcords.’ S v

(3) Within twp working days .aftor reoooipt .of cuse ‘records,
tho Assistent Direotor or Staff Chief will forward the records-
. and hig recompendation for e board membér 40 the chairman of
, “ _,,‘.the"boar_z‘i, . e e T Coae T e .
' R LA Tt e e R
(4) The chairmon will convene tho board and bogin, the hear=
“ings within 10 working. deys aftor. recaipt:of ‘the case from the :
*"Assistant Dircotor or;Staff Chief, +Phe{employee Making tho appoal 1
- moy be accompaniod to hearings by not mere than two reproesenta~ i
tivos. of his cholces He will inform the chairman of the names - ‘ , ]
of such representatives prior %o the time of the hearingse.
2= J

|
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it

L) “ , , o ,
(5) Upon completion of the hearings, a Written report and
N the recommendations of the majority of the members of the board
. certified by .the chairman will ‘be forwarded- to 'the Assisvta.mt
‘Director or Staff Chief concerned: . The Assistant Director or
Staff Chief will then, within five working days, make his deci-
- slon, inform the employee in writing, and.return all case records
¢ - With a copy of his decision 'to 'the .Ghief, Personnel Division.

s heE

.. (6) Except: .in ‘cases ‘involving alleged discrimination due to
race, color; religion or national origin; the employee; it' he is
still dissatisfied, may submit a writben appeal to the Director,
through' the Chief, Personnel Division; who vwill attach all case
.-records. The Director will make his: decision either based on a
- review of the case records. or -by hearing the employee’ in person
; .if deemed hecessarys If a hearing is held; the employee may have
. representation if he so desiresi The Director will inform the
' ermployee in writing of his decision which will be final,. %11 case
records will be returned to the ‘Persennel Division for file,
dy a1l required action in commection with alleged grievances will
_be-carried out during normal working hours and ‘regular working days.
- ©. - The Personnel Relationg Branch, Fersonnel Division, iay ‘be
.consulted at.any time relative .to any.grievance .or complaint, - = -

f. Erdployees nlakingdappeéls.w‘ill be notified in writing of any-
delays in rendering decisions.

, g'.. Employees will be allowed 10 Wor}‘cing‘ days to make appeals
. fronm decisions at each level. : :

h. Where .an appeal is ‘made .t'o. the Director, the complainant and’

' other officers or employees ‘involved in the complaint will te afforded

an Opportunityjf,cri’appear personally before the Director or a person.
designated by him, The complainant, if he s0- desires, may have a
representative of his own ¢hoosing, within security limitations,

b Fair Employment Procedure

2 Hri Ey R Saunders, Budget Officer, is designated as GIA -
Fair Employment Officervunder the provisions of Zxecutive Order
No: 9980, S T

bs - Appeals of decisions of Assistant Directors and Staff Chiefs,:

in cases involving alleged discrimination due- to race, color, religion

or national origin will be made to the Fair Zmployment, Officer instead
of the Director; , R T ¢ R

¢¢ Complaints invelving discrimination in connection with_pérson—
nel actions must be submitted not later than 30 calendar days after
the complainant. learns of the alleged diserimination,

di ' The Fair Employment Officer; within 10 wérking days; either
will effect corrective action or recommend to the Director discipli-
nary or other action necessary in cases involving actual discrimina-
tion. ' )

T
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" R L “ . = . ) 1 ?
‘ 0¢ The findings.'or actiong of the. ‘Foir' Empléyment 0f1icer noy
‘be appealed. o “the-Directong: v . PRI )

: £+ :Decigions of ithe Dirsctor in oases involving. alleged dige

- erimination: dus to runoe, eolor, riligion or notional origin whish

.40 not satisly the; émployee ‘meking the appeal mey be appealed to
" the Fair Employment Board. in the Civil Service Commissione ’

'5. Expanse. and Tm‘fﬁi SO

: :Travel-vor uny"other. ‘éxpené‘c, whioh ‘the -'e.mpl‘oy'eo » his representae
tive. or-witnesses might ineur in connection with attendanoce at ‘hearings
granted at the employeets request ‘will not be- borne by CIA, Anmual leave,

leave without pay, or @ combination. of both will be granted for actual

~travel time by any CIA cmployee involveds :

6o ¢ E}nployée ﬁni,ons .

.+ CIA employees have tho: right +o join' 6¢ to refrain. from. Joining
any -organizations or associations of: omployees, the policies of which. are
not in oonflict with thoir oath of ©office or appointment affidavits, In
exercising this right, they will be free from any 'and all’ rostraint, intere
ferenco and coercion. on the part of eduinistrative and supervisory.person=
1nel, : o s A R

. c

7o Nabional Security Council coo Lol

IR

‘I"J"i'bliv' the concurronge of the Executive Beerotery of the National
Security Council, the CIA Fair mploymen'b,Offich will elso.aet upon any’

grievancos which may arise among personnel of his uffices’ In such casegs,

~the Exoqutive Secrotary of the National Security Council will ‘boke tho

action proseribed, herein for the Diroctor of Central Intelligbncos

" BOR THE DIREGTOR OF CENTR{L INTELLIGENCEs -

Captain, USN /7 O
Executive oy

' Approved For Release 2006/11/06 - CIA-RDP81.00728R000100010016:5 . -
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CENTRAL INTELLIGENCE AGENCY -
Washington 25, D.C,

", +'27 October 1948

STATINTL

SUBJECT:: GRIEV&NCES‘AND‘COMPLAINTS' ‘ ; ‘ o
" (This réscinds Administrative Instruction dated
23 April 1947) v DL ‘ ,
REFERENCES: Executive Order No. 9830, dated 24 February 1947(Grievances)
. ' Executive Order No. $980; dated 26 July 1948 -(Fair Employment
: BT . , - Practices)

1. POLICY

a, Assistant Directors, Staff Chiefs and‘dfher employees in super-
visory capacities 4ill, in the administration of their offices,” insure
optimum working conditiongland'relationships for personnel under their

supervision,

be All.rscqmmendationé for personnel. actions. will be baséd seclely
on merit and fitness of ‘an’erployse and in meking such recormendations *
there will’be'nO»discriminapicn bebause~of:race;‘color,»religion, or -

‘national origin,

c. It -is recbgnized that dissatisfaction on the part of employeas .
may ‘arise in conngction with working conditions and relationships; ‘or
status;dﬁ,employment. "It is recegnized further that appliqants~fpr
positions-in CIA may feel that their failure to:be appointed-in the ,
hgency is based.on discrimination. ‘This-ihstructign.p%oviHGqu standard -

-procedure Inr .seeking adjustment of personal complaints .&nd .grievances’. .

without reg . cett, interference, coereion or reprisel.

2. APPLICATION OFVGRIIVALCE PROCEDURE
A%ﬁ‘a; Ap,employee‘may‘appeal under thié:pfocedure whén:‘
‘.(1) He is'disﬁatisfied with’éspect§ of his working conditions
- and relationships which are outside his eontrold.
(2)  He has completed his trial or probétiéhéry périoa,and
-1is .being senaragedufpr unsatisfacpory.service;q P
' (3) He is terminéted-for cause, sﬁch:asmdelinQbency or mis-
. conductg;~ B R RLEE LRI T T S

(4) He claims he was /discriminated -against in a personnel
ection because of race, color, religion or national origin.(Executive

0t s [y

006/11/08:--ClA-RDP81-00728R000100010016-5. ..
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Order No, 9980, dated 26 July 1948)

b, £An applicant for.a poulflon in CIh‘may appeal uncer this
procedure when he.alleges that his failure to bé app01nted in the. Agency
is based solely on dlscrimlnatlon.

c., An.emonloyee may not use this procedure:

(1) To delay the anplication of adverse déolsions in omses
involving efficiency ratings, veterasns' preference, reduction in
force appeals, and decisions on the -clessification of positions,. -
Separate dppeal procedures are provided in the C. S. C. Rules and
Hegulations on such matters.

(2) " In connection with separatnons ‘made by the Director under

authority of ®ection 102 of y nal Security Act. of 1947.. (See
Administrative Instruction ' STATINTL

(3) In connection with the adindication of loyalty cases,
(See Adninistrative Instruction N .

3. GRIEVLNCE PPOCEDURE

a. in employeu should first present to his immediate supervisor,
orally or in writing, any question, grievance, complaint, misunder-
standing or similar difficulty. The supervisor will allow. the employee
to state his case fully and: if necessary to present witnesses. The |
supervisor will promptly investigate the situation and within five work-
ing days notify the employee of his decision or‘action.

b: If the employee is not satisfied with the decision or- actlon of
the supervisor he may appeal in writing to the Branch Chief.. 4 copy of
the written eppeal will be forwarded by the Branch Chisf to the Chief,
Personnel Branch, #&M (Pcrsonnel Officer after 30 November 1948) The
Branch Chief will give the employce full opportunity to explain his
problem personally, notify the emplovee in writing within five working
days of his decision .or action taken, -and furnish a copy with a complete
written case record to the Chie¢f, Persomnel Branch.

c. (1) If the case is still not setﬁled'tovthe satisfaction of the
employee he may request a hearing before an impartial.Advisory .Appeal
Board to be constituted fror among CIA emplovees as 1ndlcuted belows

(a) One member nemed Ly the cmnloyce ‘making the appeal.
(b) One member nemed by the Assistant Director or Staff Chief
_eoncerned, ‘
(e) One member'selected by the ‘two members named above.,
(d) The Chief, Personnel Branch will be non-voting Chairman
- and advisor. ::In‘case ‘the first two members. named cannot sgree
within three working deys on the third member, the Chairmen
~ will select such member from any office other than that to which
the employee who submitted the appeal: is. assigned.

-2-
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(2) The request for hearing will include. the .neme of the ) 4
! board member desired by the employee and be forwarded to the i
bssistent Dircetor or Staff Chicf concerned through .the Branch ‘ i
; Chief end the Chief, Personnel Eranch,who will atiech ‘the case 3 i
] -+ records., " o

: o (3) Within two' working days af'ter receipt of case records
f ‘ the Assistant Director or Staff Chief will foruard the coss, with
his recommendation for a board member, to the Chairman of the Board,

: (4 The' chairmen will convene the boerd sand begin the hearings

| i . within 10 working days after receipt of the case from the Assistant

‘ Director or Staff Chief. The erployer making the appesl may be
accompanied to hesrings by not more then two ropresentstives of his
own choice. He will inform the cheirmen of th: neames of such repre-
sentatives prior to the time of the hearings.

[ P (5) Upen completion of the hearings & written report and the
recormendations of the majority of the memburs of the board certified
by the Chairmen will b: forwarded to the hssistant Dirscbor or Staff
Chief concerned. . The Assistant Director or Staff Chief will then,
. - within five working days, meke his decision, inform the employee in
? ' ‘ writing,and return all czse rocords Wwith & copy of his decision to
' ‘ the Chief, Personnel Branch,

; ‘ . (6)  Except in cases involving. alleged discrimination dve to
‘ race, color, relipion or national origin, the employée, if he is
still dissatisfied, mdy submit a written eppeal to the Director, _
through the Chicf, Personnel Branch, who will attach all cese records.
The Director will make his decision either hssed on a review of the
case records or by huaring the employce in person if dzcmed nccessary.,
If a hearing is held the employee may have representation <f he' so
desires, The Dircctor will inform the employse in writing of his
‘ . - decisien, which will be final. A1l case records will be returned to-
i the Personnel Branch for file,

d, (1) The Exzecutive for A&M (Deputy Executive for Administretion
"after 30 November 1948) is designated as CIA Fair Employment Officer-
under the provision of Executive‘Ordor No. 9980, -

(2) Appeals of decisions of Assistant Directors and Staff Chiefs, ‘ :
-, in cases involving alleged discrimination due to racc,’ color, religion
© . or nationdl origin will be made to the Fair Employment Officer instecad

of'the Director,

_ (3) Complaints involving diééfiminationvin connection with person-
nel actions must be submitted not later than 30 calendar davs after the
complainent learns of the alleged discrimination.

i
3
b
i
1

) (4) The Fair Employment Officer will, witrin 10 working days,
either take p:rsonally, or recommend to the Director, any corrective or
disciplinary action considered necessary in cases involving actual

- discrimination through either action or failure to act.

-3-
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(5) The fihdings or actions of the Fair Employment bfficef
may be appealed to the Directpr.

(6) Decisions of the Director in cascs involving ellegcd
discrimination due to race, color, religion or national origin which
do. not satisfy the employce making the appesl may -be appealed to the
Fair Employment Board in the.Civil Service Commission, i

(7) The provisions of this sub-paragreph "d" provide en interim
means for implementing Executive Order No, 9980 and are subjsct to
change to bring them into accord with ‘any regulotions in conflict .

- or elaboration which may later be issued by the Civil Szrvice Commission.

e, All required action in connection with alleged grievances will be
carried out during normal working hours and regular working days.-

. £. The Personnel Relations Division, Perscnnel Branch, may be consulted
at any time relative to any grievance or complsint,

4. &, Empployees making'appeals‘will be notified in writing of any delays
in rendering decisions.

b,. Employees Qill be allowed 10 working days to meke appeals from
decisions at each level. .

¢, . Where an appecl is made to the Director, the complainant aﬁd other

officers or employees involved in the comolaint will be afforded an opportuni-

ty. to appear personally before the Director or & person designated by him,
The complainant, if he so desires, may have o representative of his own
choosing. ‘

5. EAPENSE AND_TRAVEL

Travel or any other expenses which . the employee, his representative or

‘witnesses might inecur in connection with attendance at hesrings granted at

the employee's request, will not be borne by CIA. /innuel leave, lecve with=-
out pay, or a combinsztion of both will be granted for actuzl' travel time by
any CIA employee involved. : g

6. EMPLOYEE I'NIONS

CIA employees have the right to Jjoin or to refrain from joining any

-organizations or assoeciations of employees, the ‘policies. of whith are not in-

conflict with their osth of office or appointment affidavits, In exercising
this right they will be free from-any and all restraint, interference and
coercion on the part of sdministrotive and supervisory personnel,

8R000100010016-5.
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7+ MATIONAL SEGURITY COUNCIL

With the concurrence of the Executive Secretary of the National
Security Council, the CIA Fair Employment Officer will also act upon
any grievances which may arise among personnel of his offices In such
cascsy ‘the Executive Secretary of the National Security Council will
~take the action prescribed herein for the Director of Central Intelli-
gence .

FOR THE DIPECTOR OF CENTR:L INTZLLIGENCE: .

Executive for

Administratio d iansa I
inistr n and genen STATTNTTL

DISTRIBUTION: ALL CIA EMPLOYEES

i
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P LELORANDI; 74 J/ : 23 fprid 19)7
, STATINTliL : NULBER, |:| ‘

SUBJECT: Gricvanceg and Complaintg FProcedure

T - : SIFRCTIVE UNTIL 1 Jyyg 1947 UNLESS Ssoongg RESCINDED -

vThese instructiong set forth the Principles ang pro'—'
cedures to pe applied in the fair ang equal handling of employee -
complaints ang irievances in the Central Intolligence Group,

- 1. SCOPE o , :
The provisiong of thig Procedure apply to CIG ' )
Personnel in ‘Jashin(;ton and in the field. ‘ ‘

2. LEGAL AUTHORITY

: Bxecutive Ordap No. 7916, dateq 2L June 1938, provides
that. the Personnel Director shall establish g Grievance
~Proccdure, subject to the approval of the heaq of the
agency and the y, g, Civil Service Commission, The
Director, CIG, and the Civil Serviee Co'mmission'have
apvroved the Procedure outlined herein,

3. INFORI ATTON T0_PERSOMNEY,
It is the responsibility of Administrative officials to

thoroughly advise Supervisory personnel of a11 Provisions
of thig Procedure, ang to insure that aly pPersonnel ape
C fully informed of their rights ang Privileges under these
pProvisions, ' ‘

IR : - Lo DERINTTIONS
‘ . 4 complaint op grievance ig usually an enployeels

cL CXpressed feeling of dissatisfaction With respect to his

‘ day-to-da;/ wiork rolationships s orking conditions s or
) - status of ciployment , It may be introduceq orally op in
[ Vriting, Such broblems or- misunderstandings arc personal
; : ’ to an individual 'employeo, and their solution usually

affects only the Particular employee involved,

1

administrative Practices, apre not apprepriate for considerg-.-
~ tion undep this DProceduras, Requests ang inquiries “Which do :
not fall in the category of grievances » Should be referred - /
; - _ . to “the employeets immediate: Supervisor., In a1l cases, ‘ ;
o S decisions ang Toasons for action taken shoulq be given the
‘ : ‘ ‘employoe Promptly ang in Sufficient detail, 3

. .
La
R
S
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5. POLICY . :
a) It is recognized that dissatisfaction on the part of
ernployecs nay arisc. This procedurc is intended to provide !
and outline a standard outlet for such problems, and to mive
employecs an opportunity to scek adjustment of any complaint
or grievance without restraint, interference, coercion or
reprisal., : : : .
b) Separate procedures are provided in 0SC Rules and Regula~-
tions for apneals of efficiency ratings, decisions on the
classification of positions, involuntary scparation during
probationary or trial périedsbased on inability to porforn
the required duties, and decisions on administrative actions
involving susponsions, involuntary scparations and removals.

6. APPLICATIONS OF PROCEDURE : !
a) This procedure applies to complaints and grievances
vhich are personal to an emplo;rec, '}
b) An employee who has’ comploted his trial or probationary
period and is being separated for inefiiciency, will have
the ri:ht to appeal under the Appeal Board Grievance
Procedure.

¢) Employees who are terminated for cause, such as
delinquency or misconduct, may exercise their right to
appeal such removal under the Appeal Board provisions of

" this Procedure..

d) An employee may not.use the Grievance cr Apncal
Procudure as a delay in the application of adninistrative
action or decisions. This doos not preclude hearings

which will be aiforded an employee prior to disciplinary
acticn or administrative decision. Such hearings are
separatc and apart from the appeal rizhts of the Grievance
Procedure.

'¢) Emplovees against whom complaints or fricvances are
brought shall he given the same rizhts under this Procedure
as those accorded the etployec originating the complaint or
grievance, ‘

7. STEPS ND CHANNELS -
a) In order that prompt solutions of complaints and
grievances may be given,. the following ‘table and steps in
the Procedure are ¢stablished for channeling pricvance
matters: It is assumed that intermediate supervisors
will be consulted and informed relative to action on cases
involving employees under their general jurisdiction.
b) First Stage - Immcdiate Supervisor;
Second Stage - Branch Chief;
Third Stage - issistant Director of Office; and
Fourth Stage - Director, CIG -
¢) First Stage - Inmediate Supervisor
~ The employee should first and always take-up with his
immediate supervisor,'orally or in writing, any
question, grievance, complaint, misunderstanding, or .
~similar difficulty. He may be accompanied by an = I
emploree from his owm office who may serve as witness.

§
4
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The a\ipurvisor will allew the employes to state his case : iR
fully and vill prommtly aud objectively investirate the : L
situation. .\ bricf record of the case vill be kept by the Co
irnediate supervisor for his oim information and . for !
possible reference should tho mattor *be referred to higher

authority. . o ‘

d) Sccend Stare - Branch Chicf

If the matter 1s not adjusted to the criployee's satisface

tion at the first stage and the criployee desires to anpeal,

he shall submit his case in vriting through his irmediate

supervisor, vho i1l forvard the original to the Branch |
Chief, and a copy of the appeal to the Chied’, Fersonnel
Divieion, CIG. The Branch Chict will give the efployee full !
opportunity to explain his problen personally. The employee
gy be accompanicd by not nofe than tio CIG emnloyces of his
ovin.choice vho may be heard as witnussos.  The Branch Chicf
will obtain all pertinent facts in the case by consulting
viith other persons concernsd or having knowledge of the
circumstances. 4 written rocord will be naintained by the
Branch Chicf, including a statemont of the gricvance, the
names of persons concerncd, the nanes of those with whon the
matter has been discuesed, a surmary of findings, and a
statement of action taken. The crplosee will be informed
in writing of action taken at this level after full con-
sideration has been given the case. .. corplete case record
Will be forwarded to the Chicf, Personnel Division and

to the Persomncl Relations Seetion, Iersonnel Division.

¢) Third Stage ~ issistant Direcctor

If the matfer Has not been sOtilod te the satisfaction of
the ¢cmployce at the second stage, he may address an appeal
to the .issistant Director, CIG, in the Office cencerned,

The request «rill be Fforwarded by hand throush the Branch
Chicf to the Chicf, Pursomnel Division. The Chief,
Personnel Division, vill forward the apneal and casc
resords to the dssistant Dircctor of the Office. The
empleyoe!s appeal will request that an impartial Advisory
Appeal Board bo tstablished to hear the case s and will
State the name of the person he sclects for Eoard Iicmber.
Upon reeeipt of the request, the dssistant Director of

the Office will name.a Lember to the Advisory Apreal

Board and will immediately netify the Chicf, Porsonncl

" Division, of his svlection. The o lembers named will

agree on, and appoint, a third rember, notifying the Chicf,
Fersonnel Division of sush sclections I an agreement
cannot be reached as to the sclection of the Third Lember,

. The Chief, Fersonnel Division ». Who automatically scorves as

Chairman of'thc Advisory Anpeal Board, but in a non=voting
capacity, will sclect the third liomber to the Board. The
Board, thercfore, will consist of four Yiembers, three of
which will have voting status. sembership will be restricted
to ‘employccs of CIG. The Chicf, Fersonnel Division, will

His responsibilifics are to advise the Board as to proper
procodure and regulations to se. that proper records are ‘
maintained, and to insure expeditous handling of the matten,
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? b The ¢hairmar, will convene the Boara, which will investigate N
H ’ the case promptly, rovicw all perbinent papers and hear all !
E“: = persons, or receive such evidence as the Board, by majority
l ‘ . Yote, dotermines necessary. 51l Lembers and the cmployce will

i : be present when a hearing is held, and tht empleyee will be

1 E given ample opportunity to prescnt his case. He nay oe

18 : . accompanicd or reprusented oy not more than two employces of

his ovn choice from CIG. The cmployec will notify tho Chairman

of .the Board-in writing of the naies of such roproscntatives !
' : prior to the time of the hearing. The Chairman of the Board ;
i will maké nccessary arrangoments for the complete recording :
of all proceedings for administrative usc. Upon request, i
this report will be made available to the employce. & ‘
: - ’ written report, signed by the three Lombers and certified by
the Chairman, including a statement of findings and

) recormiendations, will be submitted te the Assistant Dircctor
i . ' of the Office, but will give no indication of individual

I ) opinions or recommendations. I{ a complote agreemont;cahnot
| K be reached, a majority decision will be binding. The !
" Agsistant Director of the Office will render a prompt decision i
: and will inform the employce cof such decision in writing. If ;
! the opployce is dissatisficd vith this dccision, hc may appeal E
; to the Director, CIG. '

; £) Fourth Stage - Dircctor, CIG
{

‘

i

1

s The employce will forward his Wwritten appeal to the Director,
i CIG, followiny the same procedurc as outlined in the third
’ L . : stage. The Chicf, Pursonnel Division, will act in the same

1 , , capacity as outlined in the third stage. The Dircctor will
i make a careful and impartial revicw of the records. If
hoarings are decmed necessary the employee will be heard
and may have representation. Tho writien decision of the
Dircotor will be final and the case will Le considercd
' closcd. . .Complete records of the case in all stageés will
be maintained in the Personnel Relations Scction, Personncl
Divisions ‘ :
) Conduct of Appcal Boards
. Appeal Boards will conduct meetings in an orderly and
; . informal mamcr.. They will not function as a judicial or

) trial body. .ppeal Boards will be ¢stablished for the

‘ . purpose of advising and assisting the appropriate authority
b E ‘ : in rendering a fair and unbiased docision bascd upon
information and facts, and to advisc the proper authority of
findings and rccomsendations. - The cmployces -and witnesses ;
1 gy be subject to questioning. However, Meross~cxaninations®
: - . nd tochnical "objection" to tustimony. by Board Lembers will o
' mot Be tolerated. 411 proccedings relative to the Gricvance
‘Bocedure will be carricd out on official Government time and . :
during the normal work dey. Sehaduled time off will not : ]
bo grented the employce or his fellow-workcrs to propare his
CUSCe : :
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, » h) Yime Limitations .

- : Deeisions at the first stage will be rcached within threc
i - working days; at the sccond stage in not more. than six
working days; at the third and fourth stages in not more

| ‘than ten days cach. " If for any reason the ducision is delayed,

i - the employce will be notified in writing of the delay, rcasons
' § ‘ : for the delay, and the decision date. An amloyee will be
{
L
1
l
¥

allowed ten working days to appeal the dedision rendered at
the first, sccond and third stages. .n-appeal of separation
or removal will be made within five worlkding: days from the
time of the employce's receipt of the official notice of the :
action. : : v
i) Expense and Travel . ‘
Travel or any other expenses which the employee s his repre-
sentative or witnisses, might incur in connection with
attendance at hcarings granted at the cmployce's roquest, will
not be borne by CIG. Annual leave, leave without pay, or a

| . ) cortbination of both will be jranted for actual. travel tinme

o _ i - by any CIG employce involved in the case.

j v

8. GENER.L , :
If gricvances or complaints arc submitted which are not in ,
‘accoerdance with this procedure, the proper authority will
advisc the umployee as to the proper procedurc . and approved
provisions, and inform him that CIG requires the application
of the Irocedure in the intercst of efficient, prompt and
systematic handling of employee probloms. .

FOR THE DIRECTOR OF CENTR.L IIITELLIGENCE:
‘ STATTNITL

kxecutive for Fersonncl
and Administration

ATTACHIENTS: | Mone

DISTRIBUTION: A
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STATINTL

I'IMDARD I’Q"\l ND (1)

Oﬁice M*emomndum

TO' Deputy Executive PR i ';;‘%DATE

. FROM' ‘5": ‘Acting-Management Officer

'sunj_Ecr:‘ Fair Empidyment"Practicea

1.  The Peraonnel Officer and the CIA Fair Employmont Officer
' dicated they feel that CIA Administrative Instruction XNo.
f::;juGriovamea and Complaints, dated 27 October 1948, adequate-
: ors the provisions of Executive Order No. 9930 as interpret-
od in the U, S.’ Federa.l Rogister. 7 April 1949.

2. I have scrutinized the article in the Federal Register and
. compared it with the current relavént Adninistrative Instruction.

3. Recommend that Adninistrative Instructionl |not be STATINTL
ohanged at this time. v

S———T

STATINTL

Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5



Approved For Release 2006/11/06 ; CIA-RDP81-00728R000100010016-5

M*SS\IFTED REST »
TR TRICT, "
\‘\LHIDE ILL CIRCLE cL4 ncm"oﬂ&?% 'BAO%TOM) SECRET
: . o
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIp

| To_| INITIALS DATE !

el 7 Vaicanzm

Yy

INITIAL DATE

‘//;W%fg;z, | b YCap.

3

T eprovar L7 inroruaion L0 sy anature
C—erron T orrecr repry . T reTurn

a " Teomment D onepararion o RerLY 1 pyspatcy
| E=eoncurrence [ RECOMMENDATION [ Jf1¢

" STATINTL REMARKS: /W % 7’44/ éﬂ*
STATINTL [ recenacy oha ' ' '
| et

© LSECRET  cdwry |
1 oo ——CSONFIDENTIAL  RESTRICTED S5h
! : 1 SEP 1947 04 ‘
, { Mr. A: L
STATINTL 5[ Admin. Instr.lZl is Grievances
! and Complaints, dated October 27, 1948,
~ STATINTL A:zzf« ofs.x
A4 a&o/?f'fc P /7/\5

Approved For Release 2006/1 1/06.: CIA-RDP81-OO728ROOO100010016-5



I ————
elease 2006/11/06 : CIA-RDP81-00728R000100010016-5

FEDERAL REGISTER
Thursday, April 7, 1949

Chapter IV —- Fair Smployment Board

J10.1 Introduction. The President, in his Executive Order 9980, calls
for more effective application of the long-establishsd policy of employment
in the Federal service on the basgsis of merit and fitness alone without regard
to race, color, religion or national origin.

Paramount responsibility for-the execution of this policy is placed
squarely upon department heads and subordinate administrative officials.

Fair Employment Doard must act on individual appeals f{rom deparitmental
decisions In cages where diserimination is alleged. It has the duty of ade
vigsing the departments on fair suploymeut problems and policies. It is
required to coordinate the fair cmplowmnt policies and procedures of the
soveral departments. In consultation with the Civil Service Commiseion it
is to set ap rules and regulations necassary to carry out its duties and
responsibilities.

. By set‘oing out special assignments of duties and outlining the frame-

work of procedursz; the order makes a clear distinction between cages in v
which discrimination is alleged and the common run of grievances arising in
other phases of personnel management.

The Board has glven first attention to procedures for handling complaints.
- Its aim is to insure full ascertainment of ths facts as a basis for action,
furtherance of good relationships between complainants and administrative
officerg concérned by means of informal discussion and negotiations, easy
access by complainants to offiicials specially designated to give attention
to discriminatory acts > and adjustment of cos mlamtﬂ without wlrnasonable
delay.

.There are wide variations among departments, in structure, adninistrative
. practice and geographical spread. ‘herefore, it is not believed necessary or
desirable that all departments be required to operate wnder regulations identi-
cal in every respect. - There are certuain procedures however which should be
uniform throughout the service. The Board has consulged with the fair employ=
ment officers and personnel of ficers of the denartments and with the Civil
Service Commission and has prepared a. otatement of the provisions, with certain
alternatives, which it believes should be; :mcorporated into the regulations
of each department. It is the view of the Board that these provisions
represent the minimum required to achieve that degree of uniformity which is
essential to effective administration. . v

The objectives of the order camot be reached by the adjudication of com=
nlaints alone, There is need for a positive progam to remove the causes of
complaints. ' : ‘

Acting together, the departments, the Commisgion and.the Board can
achieve the objectives of the President's program. Through joint effort
equality of economic opportunity in .the Federal service can e wmore fully
realized. As the concept of fair play becomes more dominant in the con-
gclousness of officers and employees alike it will exert an impelling
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influence upon attitudes and actions. Within the Federal Coverment one of

the basic ideals to which the nation proudly lays claim will be more con-
- clugively demonstrated in practice.

- 'The Board expects to consult furthor with the departments in seeking
out the reasons. for deviations from the established nondiscrimination policy,
in exploring the problems involved and tiw successful eperience in dealing
with ‘these situations, and in developing a continuing positive program of
remsdial action. ‘ '

10,2 Coverage. (a) Executive Order 9980 and this part apply to all
departments and agencies in the executive branch of the Federal Covernment.

(0)  The remedies provided under Sxecutive Order 9980 and this part

'shall be avallable to citizens of, and persons who owe allegiance to the

United States who are employed by, or are applicants for employment in the
executive branch of the Federal Sovermment.

410.3 Explanation of terms -- {a) Department. Any department or

agency of the. executive branch of the Federal Covernment, including the
Civil Service Commission. ‘

» (b) DBuployee. An individual appointed by o Tederal officer, and who
"is engaged in the performance of Federal functions in the executive hranch
of the Federal Government under authority of an act of Congress or an Exeo-

utive order, and who, in the performance of such duties, is supervised and
directed by & Federal officer.

,(d) Applicant., A pers

on failinz of appointment in the executive branch
of the Federal

Govermment who allepes a grievance ralating to discrimination.

(d) Discrimination. An unfavorable personnel action affecting an
employee or applicant based on race, color, religion or national origin and
not on merit and fitness. Preference in appointment and differsnce in con-
ditions of employment, such as pay, leave » hours of work, etc., based upon
law or upon regulations under authority of law do not constitute discrimina-
tion within the meaning of Executive Order $980.

(8) Porsonnel action. Any action taken within a department which
affects the equality of economic opportunity of an employes or applicant,
The term "personnel action® shall include failure to act. ‘

v(f) Complete file. All letiers, notices, wemoranda, reports, trans-
eripts, affidavits or supporting documents in cormection with the initiation,
investigation, hearing, deciaion. and closing of a case or cases.

(g) Deputy Fair Bmployment Officer. The term

“Deputy Fair Employment
Officer® shall include committees and boards. .

- Pen
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110.L  Feir Employment Officer. The head of each department shall
appoint a Fair Emplogment Officer who ghall have full operating responsi-
bility under the immediate supervision of the head of the department for
carrying out the fair egployment policies stated in Executive Order 9980,
There shall be appointed, as n ary and desirable, at central or local
levels of the department, puty Fair Bmployment OIficers who shall have
the responsibility tor carrying out the fair employment policieg in thair
respective offices. The name and official address of the Falr Employment
Officer of each department shall be made known to all employees of the
department. The name and official address of each Deputy Fair Bmployuent
Officer shall be mads known to the employees of the regpective field
offices, ' ‘

Comment: It is the view of the Hard that the best interests of the

e
fair employment program would be served by the appointment of a permanent L “ff'

Deputy Fair Employment Officer at. each Tield establishment of substantial
size to handle complaints and also to assist the Hair Employment Officer
to carry out his other responsibilities under the order.

110.5 Instructions for handling complaints and appealse~(a) Initiation

-of complaint. (1) Procedures under Exec-'—s Order No. 9980 shall apply

and be available only to an enployee or to a person failing of appointment
who alleges that a personnel. action, as defined herein, which affects him
has bgen taken because of race, color, religion or national origin.

(2) The complaint must be made within thirty days of the date the
complainant loarns of the alleged discrimination and net later than six
months from the date of the persomnel schion complained of, unléss failure
to submit the complaint within these time limits was due to umuisual circume-
stances bsyond the control of the complainant.

(3) It ghall be o%tional with 2 department to require an employee to

- linitiate his complaint (I)~ either with the Tirst-line supe rvisor or the

supervisor next highzr in authority, (ii) either with the firgt-line supar-.
visor or the Deputy Fair Employment Officer, or (iii) with the Deputy Fakr
Baployment Officer. Complaints initiated with a supe rvisor may be oral or
in'writing, Those initiated with a Veputy Fair Employnent Of\I“i_'cer must be

in writing,

dmwritdmey If o gppropriate Deputy Fair E'q;)lqyﬁént Officer has been

appointed then the Fair Employment Officer may be substituted under sube
divisions (ii) and (iii) of this subparagraph. B '

(L) It shall be optional with an applicant to file a complaint in
writing, either with the head of the local office, with the Deputy Fair
Employment. Officer, or with the Fair Employment Officer of the depar tment.

If the complaint is filed with the head of the local office and he is superior
to the Deputy Fair Employment Officer, or if it is filed with the Fair '
Employment Officer of the department, it may be referred to the appropriate
deputy for handling as an initial complaints In all other respects com-.
plaints of applicants will 'be handled in the same manner as complaints of
employees, ‘ v . o

=3
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(5) A1l written cowplaints or appeals must be signed by the aggrieved
employee or gcplicant. Any initial written complaint or appeal must include
information rag:.u-c{ing the specific persormnel action complained of, the
approximate date thereof, reasons in support of the allegation of discrinie-
nation, and a stetoment as Lo vwhen the appallant first leamed ol the dis-
erimination.

Comment: It is the view of the Hoard that where not incongistent with
administrative practices, an smployee should first discuss a complaint with
the first-line supsrvisor or the supervisor next higher in authority. Good
relations between the supervisor and the employee will thus be furthered..
Many inciplent complaints can ¢ eliminated by giving valid reasons for an’
action that is being brought into guestion. Where error has crept in, the
supervisor will have opportunity to correct it on his own motion, Further~
morg, with responsibility upon the sunervisor for initial action on the come

plaint the problems involved will be nore forcefully impressed ugon him.

(b) Action on a complaint by the superviser. (1) If complaint is made

_to a supzrvisor, immediate steps shall be taken to effect such ad,)ustment as

is warranted by the facts. If the eomplaint cannot be satisfactorily and
prouptly adjusted, the complainmt shall be advised in wrlting that he uay
file an appeal within ten days m.th theDeputy I'air Emnloynent Ufificer. 1In
addition, he shall be advised that if le appeals to the Deputy Feir fuploy-
ment Officer, he shall furnish a copy of the letter of appeal t the super-
vigor o whom he presented his originsl complaint. Un receipt of a wpy of
the appeal, the supervisor concerned shall forward to the Deputj Fair kmploy-
ment Officer the complete fils in the case throue;h the channels prescribed by
the department. :

If the department prescribes that the file in tioe case be routed through
an ascending chain of administrative authority, the adininistrative officer at
any intermediate level may meke an adjustment of the case satisfaclory to the
complainante. In such case, he should report the action taken to the Deputy

Fair Employment Officer to whom the appeal is addressed and advise the
subordinate adminlstrative officers concernede. If no adjustment is made the
file shall automatically be forwarded through the prescribed chamnels, each
officer making whatever comment therson he desires, with no further action
required upan the part of the complainant.

(c) Acticn on a complaint (or appeal) by the Deputy Fair Zmployment
Officere-(l) Inveatigation and adjustiment by informal nepotiation. The
Deputy Fair imployment Officer shall promptly make or cause to be mads such
investigation as is necssgary to ascertain the facts at issue on ths com-
plaint. He should endsawer through informal negotiation to effect a satis-
factory gsettlement of the complaint and, if necessary, shall take or cause to
be taken corrective action. All interested partizs shall be advised of the
settlement of the complaint and any correctlve action which may be taken.

(2) Failure of adjustment by informal negotiation. In the event the
Deputy Fair Employment Officer is not able to effect a satislactory settlement

-of the complaint by informal negotiation, he shall furnish the complainant
© with a statement of the pertinent facts disclosed by the investigation of the

~li
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complaint and shall afford him an opportunity to reply thereto in writing or
personally, by authorized representative or accompanied by such rapresent s~
tive. The complainant shall be permitted to present by witness or otherwise
-any pertinent facts not discloged by the investigation.. Where practicable, a
a transeript of testimony shall be made. If a verbatim transcript is not
possible, a full sumdary of ths oral. testimony shall be made by the Deputy Falx .
Employment Officer. The summary may be agreed to and signed by the complaine .
ant and the Deputy Fair Employment Officer, or il the complainant doss mot
agree with the summary, he may note and sign his exceptions wiich will become
a part of the summary. Any transcript or susmary shall be avallable for
inspection by the complainant or his authorized representative and by
interested agency officials. .

(3) Decision. On all the material facts disclosed by the investigation
and the hearing, if held, the Deputy Fair Employment Officer shall mske &
decision or meke a recommendation to appropriate authority. If the decision
on the complaint i, favorable to the complainant, the responsible official.
shall so notify him in writing and shall take or cause to be taken such
corrective and disciplinary action as appears warranted by the facts in the
cases In the event of an unfavorable decision, the complainant shall be
advised in writing of the decision and the reasons therefor and of his right
to appeal to the Fair Employment Officer or the head of thedepar tment as the
department may prescribe, within ten days (twenty days if outsids the con-
tidental United States) from date of receipl of the unfavorable decision.
Officials directly concerned should also be advised of any decision mades

_(d) Appeal to the Fd.r Employment Officer. (1) The complainant shall
ba advised that if he appeals to the Fair Employment Officer of thedepart-
ment he shall furnish a copy of the letter of appeal to the Daputy Fair
Fmployment Officer who handled his case.

(2) On receipt of a copy of the appeal the Deputy Fair Employment
,, Officer shall forward to the Fair Employment Officer of the department the
i complete file in the case through the channels prescribed by the department. .

If the department prescribes that the file be routed through an ascending
chain of administrative authority, the administrative officer at any inter-
mediate level may make an adjustment of the case satisfactory to thecomplaine
ant, In such case, he should report the action taken to the Fair Employment
Officer and advise the subordinate aduinistrative officers concerneds If no

adjustment is made the file shall automatically be forwarded through the
prescribed channels, each officer making whatever comment therson he desires,
with no further action required upon the part of the complainant,

| (3) After reviewing the complete file in the case, the Fair Employment
Officer shall make further investigation if mcessary and shall, -through ine

- formal negotiation attempt a solution satisfactory to all interested parties,
who shall be granted the privilege of appearing personally or by an author-

‘ ized representative, or accompanied by such representative, before the Fair

! ‘Employment Officer. If a satisfactory solution cannot be accomplished by the

' foregoing means, the Fair Employment Officer shall either make a decision or -

.~ make a recommendation to the head of the department based upon the material

‘ , evidence in the file. If he makes a decision he shall notify the interested

: parties in writing of the decision reached and the reasons therefor.

-5
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: ' f
(L) If the Fair Employment Officer makes a decislon favorable to the \’Mo\’ ‘
appellant, he shall, in consultation with or on the basis of delegated ot
authority from, the head of the department, take such corrective and dis- . *+
“eiplinary action as the facts warrant. - ‘

(5) If the decision of ths Fair Eeployment Ufficer is unfaworable to
the appellant, the Fair Employment Officer shall notify him in writing of
his right to apreal to the head of the departuent within ten days (twenty

days if outside the continentsl United States) from the date of receipt of
the -decision. R

~ {m) Ippeal to the head of the department. (1) In the event that a
recommendation is made by the Fair Employment Officer to the head of the
department, or an appeal is taken {rom a dscigion of the Fair Employment
Officer, the head of the department shall meke & decimion upon the facts of
the case and notify the interested parties in writing of such decision.

(2) 1If the decision is favorable to the appellant, the head of the
department shall take, orcause to be taken, such corrective snd disciyplinary
action as appears warranted. ‘

(3) If the decision is unfavorable to the appellsnt, the head of the
department shall advise the appellant in writing, in duplicate, of tlede-
cision and of his right to sppeal to the Fair Paployment Zoard of the Civil
Service Commission within ten days from the date of receipt of the decislon,
or within twenty days if he resides outside of the continental United States.
In addition, he should be advised that if he appeals to the Fair Nmployment
Board, a copy of the adverse decision should accompany his appeal.

11046 Qeneral provisions. (a) The head of each department shall _
prescribe procedures consistent with Executive Order No. 9980 and this part
for the prompt handling of complaints and appeals which are made under that
ordar,

{b) All officers and enployeas of the department who occupy supervisory
positions shall be instructed as to ‘the meaning, spirit and requirements of
Executive Order No. 9980 , '

(c) The department's regulations and procedures for handling complaints
and appeals shall be brought to tbe -attention of all officers and employees
of the department and shall be made available to s plicants who lodge & come
plaint within the purview of fxecutive Order No. 9980,

td
) U
. (d) Amendments in regulations and changes in procedures becoming 9“0 P
effective while an appeal is being processed may be applied to such appedl at g‘\‘t‘l
- whatever stege it has then reached, provided that the appellat shall not 6"’\

be deprived of any substantive right or resource to which he would have been qu&’
entitled under the regulations and procedures in effect at the time his
complaint was initiated. '

-6-
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- (e) If no appropriate Deputy Fair Employment Officer has been appointed
~the Tair Zmployment Officer shall be designated to receive appeals under
L10.5 (b) (1). :

If a compleint or appeal is filed initially with the Fair Employment
Officer of the department, no appropriate Ieputy Fair Bmplédyment Officer
having: been appointed, the Fair Esployment Officer shall proceed directly or
through designated representative to process the case in the mannar prescribed

- for the Deputy Fair Bmployment Ufficer in 410.5 (¢) (1) and (2) and such
parts of 11.0.5 (c¢) (3) and (d) as are nertinent. :

: . (f) If a complaint of discriminetion because of race, color, religion
or national origin is denied on the grouni that the action complained of is
\/ Dot a personnel action as defimed herein, the complainant shall be advised
/ that he may appeal this determination through the same channels as are
/. \ prescribed under 410.5. If, on appeal, it is determined that the action
¢ complained of is a persomnel action as defined herein, the case may be
remanded to the proper officers for further investigation or action on the
issue of discrimination..

-

| ‘ \ / (g) The means of relief provided by Exscutive Order 9980 or any regu- i (9
/\ lations thereundsr shall be supplemental to those movided by exdsting »\X) N"”
/ \ statutes, Fxecutive orders and regulations s such as appeals to the Civil ‘Z’f{
Service Commission under section 1 of the Veterans' Preference Act of 9L .
or the reduction in force repulations, etc. : ‘

- 110.7 Records and Reports. Upon request the departments shall furnish

i %o the Board 2ll information needed for the roview of personnel actions or
for the compilation of reports, 'The complete file in each case or cases
under fxecutive Order 9980 shall be maintained intact in each department at
least until such time as all appeal rights have been exhausted and, upon
requegt, shall be promptly forwarded to the Fair Employwent Board of” the

*J Givil Service  Commission. : '

Effective on March 2L, 15L9

; : FATL SMPLGYMENT BOAKD, ‘
v o UNITED STAIES CIVILSEZRVICE COM$ISSION s
" Ladell U4 Lawhorn,
. Exscutlve Sccretary

. Abproved For Release 2
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L : CENTRAL INTELLIGENCE AGENCY
' : Washington 25, D.C.

.27 October 1948

STATINTL

o , R ' S : ' STATINTL
SUBJECT: -GRIEVANCES AND COMPLAINTS - e L 3
o (This rescinds Administrative Instructioq[::::::::::]dated
‘ 23 April 1947) o - A ‘
REFERENCES: Executive Order No, 9830, dated 24 February 1947(Grievances)
Executive Order No. $980, dated 26 July 1948 (Fair Employment
' o S - Practices)-

-  ADMINISTRATIVE INSTRUCTION .
-, NUMBER - - ]
[t

1. POLICY .

a. Assistant Directors, Staff Chiefs and other employees in super-
visory capacities #%ill, in the administration of ‘their.offices, insure
optimum working conditions end relationships for personnel under their
supervision, .

b. All recommendations.for personnel actions will be based solely
on merit -and.fitness of. an erployse and in meking such recormendations
J there will 'be no ‘discrimination because of reace, color, ‘religion, or
[ national origin, - ' : : ‘ '

¢, .'It is recognized that dissatisfaction cn the vart of employees
may erise in connection with working conditions and relationships, or
status of employment, ~ It is recognized further thet applicents for
positions.in CIA may feel that their. failure to be appointed in the
Agency is based on discrimination, This instructicn provides a standard
procedure . for seeking adjustment of personal complaints end grievances . i
without»restraint,,interference, coercion or reprisal. S ) - !

2. APPLICATION OF GRIIVA! CX PROCELURE

-ra..'An~employee may appeal undér this procedure whén:

: (1) He is dissatisfied with aspects of his wofking conditions
and: relationships: which are-outside his control,

"(2) He has completed his trial or probationary period and
is being separated for unsatisfactory, service, . .

P

(3). He'is_ terminated for-cause, such aé;delinquency or mis-
conduct.s - C . ‘ . : ‘

(4) He.claims he was discriminated against in a personnel B
action because of race, color, religion or national origin, (Executive i

o

e o s
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_Order No. 9980, dated 26 July 19.8) o ' )

b. 4n applicant for a position in CIA may appeal urider this
procedure when he elleges that his failure to be appointed in the Agency
is based solely on discrimination. .

&

c. An emvloyee may not use this procedure: .

(1) To delay the anplication of adverse decisions in cases
involving efficiency ratings, -veterens'! preference, reduction in
force appeals, and décisions on the classification of positions,
Separate appeal procedures are vrovided in the C. S. C. Rules and
Regulations on such metters.

(2) In connection with separations made by the Director under

authority of Section 102 of the Nationsl Security ict of 1947. (See graTiNTL
Administrative Instruction [:::::::::j

(3) In connection with the adjudicetion of loyalty cases, =~  STATINTL
(See Administrative Instruction [:f:::::fj ’

3. GRIEVLNCE PROCEDURE

a. Mn employee should first present to his immediste supervisor,
orally or in writing, &ny question, grievance, complaint, misunder- j
standing or similar difficulty. The‘supervisor will allow the erployee '
to state his case fully snd if necessary to present witnesses. The
Supervisor will promptly investigate the situation and within five work- -
ing days notify the employee of his decision or action, ' i

b, If the employee is not satisfied with the decision or action of
the supervisor he may appeal in writing to the Branch Chief., A4 copy of
the written eppeal will be forwsrded by the Branch Chi:f to the -Chief,
Personnel Branch, &M (Personnel Officer after: 30 November 1948), The
Branch Chief will give the -employece full opportwiity o explain his
problem person:lly, notify the emplovee in writing within five working
days of his decision or action-taken, and furnish a copy with a complete
written case record to the Chief, Fersomnel Branch.

e, (1) If the case is still not settled to the satisfaction of the
employee he may recuest a hearing before an impartial Advisory Appeal
Board to bé¢ constituted from among. CIA employees as indicated below:

(a) One member named ky/the'employee'makinp the appeals

(b)  One member named by the Assistant Director or Staff Chief
concerned., ‘ : ' .

(c) One member selected by the two members named above.

~(d) The Chief, Personnel Branch will be non~voting Chairman

and ‘advisor. In case thé first two membera named cannot agree
‘within three working deys on the third member, the Chairmen M
will select such member from sny office other than thet to which R
the “employee who submitted the appeal is essigned, - '

_2.'
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(2) The request for hearing will include the ‘name of the
board member desired by the employee and be forwarded to the
Assistent, Direcctor. or Staff Chict -concerned through the Branch -
€hief and the Chief, Personnel Eranch,who will attech the case
records, ' .

(3) Within two Wbrking days after receipt of case records
the Assistant Director or Staff Chief will forward the cise, with
his recommendation for a board member, to the Chairman of the Board.

(4) | The cheirmen will convené the bosrd and bogin the hearings
within 10 working days aftor rzeeipt of the case from the hLssistant
Director or Staff Chicf. The employes making the anpecl may be
accompanicd to hesrings by not more than two reprzsentotives of his

.~ own choice. ‘He will inform. the cheirmen of thz names of such repré-—
sentatives prior tc the time of the hearings.,

(5) . Upon complution of the hearings & written repcet and the
recommendations of ths mejority of the membors of ths board certified
by the Chairmsn will be forwarded to the Assistant Dircctor or Staff
Chief concerned., - The assistant Director or Staff ‘Chief will then,
within five working days, meke his dc cision, inform the employce in
writing,and return all cese records with & copy of his decision to
the Chief, Pursonnel Branch,

(6) Except in cases involving alleged discrimination due to
race, color, rsligion or national origin, t‘hefemployee, if he is
5t111 dissatisfied, mey submit a written eppeal to the Director,
through the Chief, Personnel Branch, who will attach all case records,
The Director will make his decision either besed on a review of the |-
cése records or by hsaring the employee in person if decmed nacessary,
If a hearing is held the employee may have représentation if he so
desires, The Director will inform the employse in writing of his
decision, which will be final, 411 case records will be returned. to
-the Personnel Branch for file. -

“d, (l) The Executive for A8l (Deputy Executiire for Administration
after 30 November 1948) is designated as CIA Fair Employment Officer
under the provision of Executive Order No. 9980. L

(2) . Appeals of decisions of Assistant Directors and Staff Chiefs,
. in.cases involving alleged discrimination‘_due to race, color, religion
or national origin will be' made “to the Fair Employment Officer. instead

of .the Director, .

(3) Complaints involving discriminetion in connection with person—
nel actions must be submitted not later then 30 calendar devs after the
complainsnt learns of the alleged discrimination. :

~ (4) e Fair Employment Officer will, within 10 working days,
either teke p: rsonally, or recommend to the Director, any corrective or
disciplinary action considered necessary in czses involving actual
discrimination through either action or failure to act.

-3




‘*organlzations or associations of émployees, the policies. of whiéh are not -in

coercion or the part of edministrative and supervisory personnel,
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(5) The findings or actions of the Fair Employment Officer : s
may be appealed to the Director, ,

(6) Deci51onsyof the Director in cascs involving elleged
discrimination due to Tace, color, religion or national origin which
do not satisfy the employce meking the appeal may be appealed to the i
Fair Employment Board in the Civil Service Commission. ¢

(7) The provisions of this sub-paragreph "d" provide en interim
“ means for implementing Executive Order No. 9980 and are subject to
change to bring them into accord with any regulations in conflict .
or elaboration whlch may latcr be issued by the Civil Sfervice Gommlssion.

e, 411 required action in connection with alleged grievances will be
carrled out durlng normal working hours and regular work1ng days.

f. The Personnel Relatlons Division, Perscnnel Branch, may be consulted
at any. time relative to any grievance or compleint,

4y 8. Employees making appeals will be notifled in wrltmng of any delavs
in renderlnp decisions.

b, Employees will be allowed lO work1ng deys to make appeals from
decisions at each level, :

¢. Where an appesl is made to the Director, the complainant and other
offlcers or employees involved in the complaint will be efforded an opportuni=-

* to appear personally before the Director or & person designated by him.
Thc complainant, if hc so des:ros, may have a representatlve of his own

- choosing.,

-5, EAPENSE AND TRAVEIL:

‘ Travel or any other expenses which the employee, his representative or
witnesses might inecur in connection with attendence ot hearings granted at
the employee's request, will not he borne by CIA. Annual leave, lerve with~
out pay, or a combination of both wll; be granted for dctual travel tlmc by

any CIA bmployee involved, - _ . : ‘
é. EMPLOYEE TNIONS L 8

~CIA employees have the. right to Join or to refrnln from joining any

conflict with  their ‘oath of office or appointment-affidavits, In exercising
this right they will be frce from any and all restraint, interference, and

Approved For Release,2006/1_1/06 - CIA-RDP81-00728R000100010016-5 -
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7. NATIONAL SECURITY COUNCIL -

With the concurrence of the Executive Secretary of the National
Security Council, the CIA Fair Employment Officer will also act upon
any grievances which may arise among personnel-of his offices - In such
casesy the Euecutive Secretary of the National Security Council will

~tale the action prescribed herein for the Director of Central Intelli-

t
& e S

gence

STATMITEL

FOR THE DIRECTOR OF CENTR.L INTELLIGENCE:

xecutlve ior
Administration and lManageméent

DISTRIBUTION: ALL CIA EIPLOYEES
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STATINTL

T e - | DRAF: 11/30/49
. : - CENTRAL INTELLIGENCE AGENCY .~}
. . Washington, D, C, el ﬁ) /, STATINTL
ADMINISTRATIVE INST T : Mfﬂm 'y /
no, Ty‘iu_l ' g, I -wa
. . A gf {8 £
 SUBJECT: Grievances and Complaints . : © STATINTL
RESCISSIONS: Administrative Instruction No. Hated 27 Oct. 1948
Adminiatrative Instruction No. b dated 16 Nov, 1948

1. Scope

i;his Instruction provides the policies and procedures for
employees seeking adjustment of personal complaints or grievances,
2. Application of Grievance Procedure
8. 4An employee may appeal under this procedure when:
(1) He 1s dissatisfied with aspects of his working conditions
and relationships which are outside his cbntrol.
(2) He has éompleted his trial or‘ probationary period and
is being separated f&r unsatisfactory service.
| (3) He is terminated for cause, such as delinquency or
misconduoct. |
(4) He claims he wes discriminated againsﬁ in a'personnel i
action because of race, color, religion or national origin. : ‘
- An applicant for & position i.n CIA may appeal under this ‘
procedure when he alleges that his failure to.be appointed in the
Agency is based aolely on diacr:l.mination. _
¢. 4An employee may not use this procedure: E : L
(1) To delay the application of adverse decisions in cases

involving eﬁ‘iciency ratings, veterans' preference, reduction

For come 12+
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- - in force appeals, and decisions on the claasifa.cation of position. ,

Separate appeal procedures are provided in the C, S, C,. Rules

and Regulations on. such mattera. ‘
(2) In connection with separations made by the D:Lrector under
authority of Section 102 of the National Security Act of 1947.

(Admimstrative Inatruction |:|

(3) In connection with the adjudication of loyalty cases,

STATINTL

STATINTL

(Administrative Instruetion

3. Grievance Procedure

8. 4An employee first should present to his immediate superv:laor,
orally or in writmg, any question, grieva.nce, complaint, misunder-
standing or s:!.lnila.r difficulty. The supervisor will allow the
employee to state his case fully ang if neceesary to preseni; witnesseé.
The supervisor will proﬁptly investigate the situation and within five
working days notify the employee of his decision or action,

b. If the employee“is not satisfied with the decision or action
of the supervisor he may appeal in writing to his Division Chief,
4 copy of the appeal will be forwa.rded by the Divieion Chief to the
Ghief, Personnel Div:la:lon. The Division Chief will give the employee
full opportunity to explain his problem personally, -notify the employee .- :
in writing within five working days of his decision or action taken, -
‘and furnish a copy with a complete uritten case record to the Chief,

Personnel Division,

¢, If the case is still not‘ settled to the satisfacticn of the | d

‘employee he may request & hearing before an impartiu Adviaory Appeal

) Boﬂrdo

-

-2

i
i
4
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(1) The Board will be constituted from among CIA employees
as followss | ‘ : R

(a) One member named by the employee making the appeal.

(b) One member named by the Assistant Director or Staff
Chief concerned, ‘
(c) One member selected by, the Iwo members named above. o f

x/ oy r Eapliyees Divigron,.

(d) The Chief J’ersonnel Divis:LonA will be non-voting

: In oase the first two members nemed
M—q&e on the third member within three working days,
| . the chairman will select a member from any office other than
that to which the employee who submitted the appeal is assigned.‘
(2) The request for hearing will include the name of ‘the board
member desired by the employee anﬁ be forwarded to the Assistant
Director or Staff Chief conceined through the Division Chief and
the Chief, Personnel Diviskion, who will attach the case records.
| (3) Within two working days after receipt of case records
the Assistant Director or Steff Chief will forward the records
¢ end his recommendation for a board member to the chairman of the
board, .
~ (4) The chairman will confene the board and begin the hearings
within 10 worldng deys after receipt of the case from the Assistant
b Director or Staff Chief. The employee making the appeal may be
‘ a.ccompe.nied to hearings by not more than two repreeentat:lves of - ,
his own choice, He will inform the chairman of the names of such '

representatives prior to the time of the hee.rings.

-3
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(5) Upon completion of the hearings a written report and the
recommendations of the majority of the members of the board cei-ﬂﬁad
by the chairmen will be forvarded to the Assistant Director or Staff
Chief concerned, The Assistant Director oi' Staff Chief will then,
within five workixig days, make his deciéion, inform the employee
in writing, and retwrn all case records with a copy of his decision
to the Chief, Personnel Division.
(6) Except in ceses involving alleged diserimination due to
race, color, religion or national‘ origin the employee, if .he is
still dissatisfied, may submit e written appeal to the Director,
through the Chief, Personnel Division, who will attach all case
récorda,' The Director will make his decisiox.x either based on a review
of the case records or by hearing the employee in person if deemed
necessary. If a hearing is held, the employee may have representa-
tion if he so desires, The Director will inform the employee in
writing of his decision which will be final, All case records will
be returned to the Personnel Division for file,
d, ALl reéuired action in connsction with alleged gi-ievances will
be- c.arried‘out during normel working hours and regular working dayav.
| e. The Personnel Relations Branch, Persomnel .Divis:lon, may be
consulted at any time relative to any grievaneé or complaint,
- £. Employees mking appeals w:l.ll be notified in writing of any
dolaya in render:lng decisione. » o
 Employees will be allowed 120 working days to make wpesls R
from decisions at each level, ' : '
h. Where an eppeal is mde to the Director, the complainant and _ v ‘
other officers or employees involved in fhe complaint will be afforded ‘1
; » .74,.'

D PE1-00728R0004000)




~Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5

an opportunity to apleeer personally before the Director or a
pefson deeignateci "by him, The complainant, if he so deeirea,
may have a z_-epreaentetive of his own choosing,’,'...(t.. securty 'm\f“'."'"-
4e Fair Ehnployment Procedure '
aes Mr, E. Re Saunders, Budget Qt‘ficer, is designated as
CIA Fair Employment Qrficer under the provision of Executive
~ Order No, 9980,
b, 4Appeals of decisions of,Aeeietani;. Directors and Staff.
Chiefs, in cases involi:l.ng alleged discrimination dee to race,
color, religion or national origin will be made to the Fa:l.r
Employment Officer instead of the Direetor. ‘
¢+ Complaints involving diserimination in comnection with
pemomel actions mst be submitted not later tha.t_i 30 calendar
days after the complainant learms of the alleged discrimination,
d. The Fair Employment Officer within 10 working days
either u:l.ll take corrective or disciplinary action or recommend
to the Director action necessary in eases involving actual diserimin-
a.t:l.on through either action or failure to act.
e. The findings or actions of the Fair Ehnployment. Officer
‘ may be appealed to the Director,
f. Decisions of the Director in cases involving alleged
-discrimination due to race, color, feligiohb or ne.tional origin -
which do not satisfy the employee making the apeeal may be |
k appealed to the Fe.ir Employment Board in the Civil Service ‘ :
Commiseion.
=5

>~

pproved EorRelease:2006/4 106 CIA-RDP100728R0004000400



Approved For Release 2006/11/06 ‘CIA-RDP81-OO728R000100010016-5 .

; | . . 5e E:qiénse and Travel
: | ‘.l‘ra.vel or any other expense which’ the employee, h:l.s represen-
tative or witnesses might inour in connection with attendance at
hearings gra.nted at the employeels request, will not be borne by
CIA.‘ ~Annuel leave, leave witi dut pay, or a combination of both :
will be granted for actual travel time by anly CIA employee involved.
6. Employee Unione
CIA employees have the right to join or to refrain from
-~ joining any organizations or associations of employees, the policies
; of thchvare not in conflict with their oath of office or appoint-
, : - ment affidavits, In exercising this right they will be free from.
f m:ll restraint, :!.nterforence and coercion on the part of adminis-
‘ trative and supervisory personnel,
W 7. National Security Cowneil
- With the concurrence of the Executive Secretery of the
National Sgcurity Couneil the CIA Fair Employment Officer will
~also act upon any grievances which may arise among personnel of his
| officé. In such cases the Executive Secretary of the National
Seocurity Cmmqil will teke thev action presci-ibed herein for the

~ o Director of Central Intelligence.

. FOR THE DIRECTOR OF CENTRALINIEILIGENCE: STATI

’ Exnc:xtive v
DISTRIBUTION: ALL CIA EMPLOYEES
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GONGURRENCES FORs
I INSTR ‘ ‘
Ho IS TRAIVE % | STATINTH
SUBJECT: Crievences and Complaints
PERSONNEL STAFF, : - DATE
I do (not} comcur :
b v  BUDGET STAFF, DATE, : %
; I do (not) concur ‘
ADMINISTRATIVE STAFF, DATE,
[ . : : I do (not) concur ’
SPECIAL SUPPORT STAFTF, DATE,

I do (not) concur
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"AnnAnn FORM NO, u "

| 0]7‘26‘6 MemOrémdum . UNITED STATES GOVERNMENT

TO Chlei‘, Admn.nls'bratlve Staff ' DATE: 14 December 1949
FROM - : Acting Chief, Personnel Division : ' STATINTL
SUBJECT: ‘Administrative Instructionl:l Revision
» : - ‘ , STATINTL
1. In accordance with instructions, proposed revision of .
Administrative Instruction has been reviewed. The following
questions are noted for you ations
Pe.ragraph z(b) Question the advisability of retaining this
provision for the following reasons:
-1 Does CIA -have the same responsibility
~toward applicants as Government agencies
under- the competitive system?
be How, because of security reasons, could
applicants ever become cognizant of such
a policy?
Paragraph 2(c)(1) "Separate appeal procedures, etc's Is
CIA bound by Civil Service Commission
rules and regulations on such matters?
STATINTL
N 4T /'F 12-14-4 7
pu— K
, o . ' STATINTL .

3

A s TN
ISR
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STATINTL

surr] Ju/so/ss

o B  GENTRAL INTELLIGENCE AGENCY
| Weshington, De Ce

ADMINISTRATIVE INSTHU 10K STATINTL
o,
SUBJECTS " Grievences and Complaints - — ATINTL
BESCISSICHSs Administrative Instruction lNos Hated 27 Cet, 1948 :
Admindistrative Instruction Hod , dated 16 Hove 1948
- 1. Seope

This Instruction provides the policies end pracedures for
| employees sesking adjustment of personal complail ts or grievamced,
- 2. Application of Grievance Frocedure
L 8. An employee mey appeal under this procedure whens
' . (1) He is dissmbisfied with sspects of his working conditicns
L _ and relotionships which aers cutside his control.
j (2) He has cmplatéc‘l nig triel or probationary period and
‘ | E is being seperated for unaat’isfactary‘sewice.y

(3) He is ,mrmizmtved for cause, such as de’.‘!.i:—xquenoybor

misconducta.
(4) He claims he wes disoriminated against in e persomuel
Wf, sction because of raés, color, religion or nationsl origin.
Y\p' ég\:& ’ b. An applicant for a position in CIA mey appesl under this D
3“\ \ﬁ, x\prooedure vhen he alleges that his railure to be appointed in the

N
,‘ r‘#:w ~Agency is based -ol.ely on discriminatione
! \
'}’\ Cs An employea =AY not usa t.his procadure:
(1) To delay the application of adverse docisions in cases

involving efficiency ratings, voterms' preferencs, reduction
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in force appeals, and decicions on the clasmification of position.

Separate appesl proc;edure's are provided in the C. S, C, ?mies: ?

and Regulations on such matteys, , '
(2) In comection with separations mede by the Director mder

authority of Section 102 of the Hational Security Act of 1947,

: . STATINTL
(Administrstive Instruction
(3) In cormection with the edjudication of loyalty cases.’
E , | : STATINTL
- (Admindstrative Instruction :

3e Grievancs Procedure ,

&« 4n employisa first should presént to izis irmediate supervisor,
cr&ll_y or in writing, anmy question, grievance, complaint, misundere
standing or siwiler diffieulty. The supervisor will allow the
enployee to state his case fully and if nsosssary t0 present witnessés.
The superviscor uill promptly investigete the situsition and withiﬁ five
workdng days notify the employee of his décs.sian or action,

be IT the omployee i§ not éatisi‘ied with the declsion or ectiom
of the supervisor he may appeal in writing to his Division Chief.

A copy of the eppeal will be forverded by the Division Chief to the
Chief, Personnel Division. The Division Chief will give the employee

- full opporttmity ‘c.ob explain his probLlam peraonally, ixctify the employse

in writing within Pive working daye of his decision or action taken,
and furnisk a copy vith a cceplete writteﬁ case rscor& to the Chief,
Personmel Division, |

. ce If the case is s311) not settled to the satisfacﬂon of tbe
employes. he may 'z;eque:at 2 bearing before an impartial Advisory Appeal

Board,.
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(1) The Board will bo constituted from among CIA employees
a8 follouss ‘
(a) One member namci by the employee naldng the appeal.
(b)  One member named by the A:azists.ﬁt Director or Staff
Chief concerned.
(¢) (me member selected by the two members named aﬁave.
(d) The Chief, Personnel Division, will bé ﬁcm-ovoi:ing
cheirman and advisor. In case tho first two members named
cannot agree on dhe third member within three working days,
the chalrmen will selsct a mewber from any office other than
that to which the amployes who subnmitted the appeal is assigx_:ed.
(2) The request Yor hearing will include the name of the board
member desired Ly the employse and be forwarded to the Assistant
Director or Steff Chief concerned through the Division Chief and

" the Chief, Personnel Division, who will abtach the esse records.

(3) Vithin two working days after receipt of case records

the Aséia'&:tmt Dirveetor or Staff Chief will forunrd the records

and his recomendation for & board member 1o the chairman of the
(4) e mm will goavens the board and begin the hesrings

 within 10 working days aftor recelpt of the case from the Assistamt

Director or Staff G}M.‘ Tha ‘employec making the nppéal m;y be
accompenied £ hearings by not more than two representatives of
s own choice, He will inform the chairmen of the names of such

representatives prior to the time of the hesrings.

B

Approved For. Release 2006/11/06. CIA-RDP81-00728R000100010016-5. .« . =~ .
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(5) Upon ocompletion of the hearings a written Teport and the
mccmendatinns of the rajority of the members of the board certified
by the chelrmen w1l be foruarded to the Amaiatant Director or Stafe
Chief concormed, The Aspistant Dirzachcr or Staff Chief w1l then,
within five yor king days, nalko his deeiaion, inform the employee
in writdng, and return 2ll ease records with a copy of his docision
to the Chief, Pergonmel Division, v

(6) Except in esses involywing alleged‘ diserimination due to
Taoe, color, religion 61- netional origin the employse, if he g
gti11 dissatisfied, may subndt a writisen appeal to the Direator,
through the Chief'y Personnoi Division, who wiil attach all cage
records, The Divector will make his Qecision either based on a reviey
of the ease records or by hearing the employoe in person 4f doemed
ne:ceassry. ira haa:-ino is held, the erployese may have reprosontoe
flon 1t he“so desires. The Director wWill inform the employes in
writing of his decision whileh will be final, A1l csse recoz'cla Wil

be Teturned to the Persomnel Divimtom for file,
de A1 vequireq action in comnoetion with elleged grievamcos will
-~ be carx-ied out during normel working hours and rogular working dm.
© he Persomnel Relations Brauch, Persomnel Division, may be
omaul‘bed nﬁ any time mlative to any grisvance op complaint,
- Employees meldng appea.ln vill be nofii‘ied in m-iting at any
delays in rendering decizions,
g Emplmaﬂllbemmdlﬂmrkingdm to make appenle
from decisions at each level,
~ he Uhewe an appeal. 18 made to' the Diraetoz-, the omplainant and:
other offiocers or auplom involved 1n the complaint will be atroﬁed

- QJA';:E:\"QPM—QQZZ&RQQQ 100010016-5. . - .-
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o ‘ an. oi:portmity %o appear perzonally befare the Director vor‘a
person desigmbed by him, The cqmlainant, £ he go desires,
may have o representative of his oy choosing, |

b Pair Employment Procedare |
e Nre E, Ry Saunders, Budget lx‘f:lem', 18 designated ag
CIA Fadr Imployment Officer wider the provision of Exeautive
Order No. 9980,
be Appeals of decisiche of Asgigtent Directors sng Stary
Chiefs, in cases involving allegeq diserinination dus to race,
color, religion o national origin will be made to the Fair
Bployment Officer instead of the Director, |
T %mplaintainvclving diserimination in comection with
pa:sonnei actions must be -aubmitted act later than 30 ealender
deys after the complainent Jearms of the alleged diserimtmation,
de The Fair Frploynont Officer within 10 vorking days
edtber will take correetive or disciplinary setion op recommend
to tbé Director acﬁi‘on necessery In gagey involving actual disorimin.
atlon through elther aotion or failure to act, '
| | ®. The findings or actions of the Fair Ehploymn‘t‘ Officor
mrbe @ppealed to the Direstor, , , - '
f. Deoisions of the Director 1n cages invoiving alloged
v-dianMmtim dus to i'aeb, aolor, nngim or nétioml orplg!.n
whioh do not satiafy the employee making the appeal may be

‘@ppealed to the Falr Employment Board gn the Civil Service

~5m

. ~Approved.Fol




! ' 5. Expense end Dravel
k Traval or any other ‘axpense which the employee, his rapz-éaem--

tative or witnesses might incur in connection with attendance at
hearings gran‘beé at the employee's request, will not be borne by
CIA, Anmml lemwve, leave witYut pay, or a combination of both
will be granted for actusl travel time by anly CT4 employse involved,
6, Employee Unions
CIA employees have the right to join or to refrain fram
Joining any orgendzations or sssceilations of amployees, the policios
of whiuh_‘ara not in ccafliod with t.heir oath of office or appointe
ment affidevits, In exerclaing his right they wlll be free from
any a1l restraint, Interfercuce and coercion on the part of adminige
trative and supervisory persomnel, '
7o Rational Securily Council
kt‘!i-m the concurrence of the Execubive Secrctary of the
National Seourity Council the GIA Fair Employment Officer will
glso seb upon any grievances uhieh may arise amomng personnel a:i"his‘e.
offico. In such cases the Ixeeuiive Secretory of the National
Seourity Council will take the ectlon preseribed horein for the
Direstor of Central Intelligence, | '
POR TE DIRECTOR OF GEI&"I.‘I@L INTELLIGENCES

me::tiw

DISTRIBUTION: ALL CIA RMPLOYSES
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CONCURRENCES FORs

ADMIHISTRATIVE INSTT%
HO. '

SUBJECTs Crievanges gnd Complaints

PERSOBNEL STUFP_| w pate / X ')2-"/4‘

T do mow] ogmow i

STATINTL

BUDGET STAFF__ ’ , DATE,
I do (not) concur

AIMINISTRATIVE ' STAFF__ DATE,

I do‘ (noﬁ) conecur .

DATE

SPECIAL SUPPGHT STAFT

T do (not) concur

Approved Foi Balsass
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RESCIBSICNSs Administyative Instruetion ted 27 Oot. 1948
; Adminiptraiive Imetruction dated 16 Hov. 1948

1. Secpe

'E‘hia Tostruetion provides the polieies and procedures for
enployeen sesking adjnstoent of porsonal covplainty or grievencen,
2o Ap;limizim of Gmwmee Proooduy
| 8e 4n voployee may eppenl under this proceﬂm'e whons
(1) He is dimeatisfied wish aspoets of his working conditicns
and relationehips which are cutside Lis control.
| {2) Hz has completad his ‘?.;-‘ia..'l or probationar period and

o boing mepurated for unsaiisfactory service.

(3} He is tormineled for cmuse, such as delinquency or

Ign)
o

aigconduct, :
£4) He olatne bo wos mm@amd ageluot in o pammgal
- agtion becouze of race, colar, religion or national origin,
‘be  An applicemt for s ponii;im in ¢JA pay sppeel vndor th&
meﬂm when he ailnges that his fatiure to be appoinded iu ﬂm
Agency ia dased nolcly on diucrmim‘aim. '

(v

Ge Ao employee may mt mm th;‘.a px'aeaaum..
(1) Yo delay f:&w application of adverse duaislons in cases
mlvj.ng efficiegxcy ratings, wzﬁmn‘ pz-afmma, roeduetion
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STATINTL
| DSART 11/30/49
CENTRAL THTFLLIGENCE ACRUCY
Heshinghon, Do O .

STATINTL ;

ADMINISTRATIVE IRSTRUCTION

NOW |

SUBJECT Grievences and Cceplaints

STATINTL
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in force appesls, aud declaions on the elsooificatdon of position,
Seperate epponl procedures ore provided in the Cu 3y C4 Maleg
end Repulstions on swok matters,

{2) In comneosien with separptions m&dﬁ by the Dimtoé mder
suthority of Section 102 of the Habional Seeurity Aot of 1947,

‘ STATINTL
- (Adninistrasive Imsm**mﬁim ;
(3) In conmoetion with the adindlontion of loyalty cases,
{Administrabive Inmtrnotien | ‘ STATINTL

3¢ Grievence Yrocedurs

2e An eemam:,m firet showld prosent to his imnﬁiMu m:mz‘viaor,
erally or in mhing, ey queatlon, grisvance, complaint, m&.mmderh-
standing or oimdler AIfTienlty, The suEpervisor will allow the
erployee $o state his case fully and if necogesry So pregenit wiineases.

The supervisor will promptly Lwestignbo the oituation and within five

workdng daye notify the employee of his decision or action,

by :{f the enployoe 15 not oatMefisd with the deelsion or seticn
of the superviser he way appesl In writing 4o his Divisiom Chief,
A popy of the sppeal will be forwarded by the Divinion Chief to the
Ghief, Personnel m,risim. The Division Chiagl will givo the azgglam
full epportunity to explain his prollom pmcmn.y, notify the anplnsw
in uriting within five working daya of his dacie!.«m o Retion inkm,
anc fornish & copy with a mlota written ease record to the tha!‘, ‘
Perocemel Diviston, | &

O If the oazo i 56111 no settled bo the sntlafestion of the

ezployes }m may roquost & bearing before an fopartial Advmory Appeal

Bﬁ!‘do
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(1) The Board vill bo eonstibuted fron anong CIA employees
ap fullowts . |
~ (s) Ono mexber named by tho exployos meldng the eppoal.

{b) Ond sewber nawed by the Assistant Mrector or &
Chief emserneds v |
(e) ©nw mowber suluctod by ihe twd monbors naned zboves
v (4) The (hief, Personnel Division, will be naneveblng
t:?:’.a&:xézm and a&dvisors In cope the flrst twe swewbers :mmd ‘ w
ool epren on the third mombor within these mrmm anys,. :
| Thi n’mlwws will seloet a mechor fron o a&‘fm other than
that to which the cmployes who submittod the appeal im n»zxi,gncd.
{2) The request for heerlng will include the neme of the bosrd
wmber desired by the mpiom and be '?'arwm‘dad to the hsaistent
Dirgotor or Gtafl CGhief concerned through the niviaim Chinf aend
the Chief, Persomnel Division, who will abisch tho case Tecords.
{3) WVithin fwo working days after rsceipt of cass records
 the Aspiotont Divector or Staff Cblef will foruard the revtwds
ard his recommendation for & board member to the chairman of the
(&) mmummummmwmmmgmmmmm
within 10 workdng days after raceipt of the onse fm the mmt
Dirwotor or Staff Chiefs mmmmmmgwappmmgm ’
ascompaniod w Marh:ga bar not more than two representatives of
bis oun choloes Hawmmcmthemﬂ.mnctthem&m

’b

mpremnta‘ﬁivea prior to the time of ‘the hearingo,e =

'y
L
4\_{:,

‘e
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(5) Tpon completion of tho hearings & written veport and the
- recormendations of t!m nafority of the membaw of the board ecortifiled
ty the chalrmen wiil be ferwarded to the Assisbant Director or Stafl
Chief concorned, The Ascictant Drector or Staff Chief will them,
withiy i'.’mé working deye, wbe his dosinion, inform the employee
In weiting, and return o)1 eass records with o copr of his declyion
ko the Chmi', Pergonnel NMvisdon,
{6) Truept in croen mcslving allsgod diseriminsticn due to
rage, golar, religion or natienal orizin the omployme, if he io
otill discatisfied, wey subnmit o urision spoeal o She Dlvector,
through tho Chief, Porsonnel Division, irha yin abtach a1l caga
regords, Tho Pivector will rake his decision oither besed on & roview
of the eape records or by hearing :‘;&m oepdeyen in poroon if sﬂemﬂ
neessasdy, If 4 hearing is held, the empluyee may have repremﬁa-—
tion 1f he so doviros.  The Direcbor will inform the employes in
writing of his deelsfon which w1l be finnl, ALl ense records will
“be returned to the Persounel Ddvision for f£ile.
de 412 yoquived sebicn in connoction with alloped griovences will
be sarriod out during nowmel vorking hours and reguler worklng dayse
0 The Porsonnel Jeladlons Drench, Persennel Divislen, nay be
canpulled ot ony m,wﬂmm to any gricvence or eomplainb, o
£+ Eoployess meling nppeals will be notified in wiﬁing of ag?- ‘
deleys in rendering decisioms, ‘ oy
ge Tupleyeoa will be allowed 10 working daya to make appenﬁi -
from dscﬁ.aimm at each level, ‘ S -
he Whore an sppeal zamdetuthanimw, thoe&plunmimﬂ |

- other offloers or mplom m:l.wd in the complaint will bo atfarde&
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an opportunity to appesr perscnally before ths Director or o
person aaaigxzaw ty hine The ccomplainans, i be oo desires,
m bave & reprosentative of his oun choosing,
de FPalr Bmploymout Frocodure

8¢ e Eq Ry Suunders, Sudget Offieer, in designated es
CIA Fadr Fmploment Officer under the provision of Exeoubive
Order o, 9950,

be Appesls of deaisicns of Apslstast Directors and Staff
Chiefs, in coses lavolving alleged ddscrinination dus to race,
eodor, religion or nstional orlgin will bﬂs nade to the Tair
Tiploymont Cfflcer dnstead of the Dizeotar,

¢ Complaints invalving dluerinfustion in conmoetion with
porasconel actions st be 'mhm‘ti;ad not later than 30 calendsr
deys eftor the corplainent loarms of the all&@ed dizerdeination,

de The Pair Umplopmont Yicer within 10 weakting days
eliher will take corvective or disciplinary setion or resommend
% the Direotor sction necessery in eases $uvolving astual disorinine
ation through elthor aotion or failure te act,

. e fisdings or astions of the Falr Emploment Gfficer |

mey be apposled to the mmtm'. : e

()
ol

£o Decisions of tha Director in coses involwing all egecl .-s;_'

-t

disorinination due Yo race, eolor, religicn or nationsl m@n
whioh do not satisfy the employes maling the appenl nay ln ‘
appealsd to the Fa:lx' rmlqymt Board in the Civil om
. Commission,
a5m

- Anproved ForRelease 2008/44/06.: CiA-ROPS1-00728RA00100040016:5
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5« Expense and Travel :

Travdl or any othor expsnse which ’e.:txc umployes, hio reprasons
tativo or uitnonses ﬁuglzt inour in connection with attendance at
hearings granted at the cuplopse’s request, will not be bormo by
CId, Anmuel desve, leave with out pay, or o conbination of bot!;

vill be gronted for setual breveld timé by iy 2 mxzplam involved,
6o Tmployan Unioos R

gIs mmplmas heve the right to jodn or to rofraic from

;}Qining any orgonizations o asacolntions of suployoos, the polieins

~of which sre not in confliet with thedr oath of office or appoiuts.

mend sffidnvits, In cxercising thie right they will bo Lree from
anyAedl restreint, interferenes and ceerefon on the pork of airinis-

- frative and supervicory percoancl.

7¢  Bationel Sseurity Comnoil
With the conourrence of the Emwtiﬁ Seerotary of the
Hatlonel Seeariiy Gomnell the GIA Pair Erploymont Ofificer will
alne net upon auy grlevances which may arise emcmg personnel of his
offioe. In wuch sumss tha Fxsautve fecratery of the Heblanal

 Seourity Cownell will take tho motien preseribed herein for tho

Dircotor of vl ; ' S
| Araotor of Central Intelligemoe, , v : STATHTL
FOR 5B DIRSCTOR OF CEETRAL INTELLIGENCE: S
: & K
s —
_ ‘ Fxomi¥ive
DISTRIBUTICNS ALL CIA FWPLOYSES g
b
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GURCURRENOES FORs

. ADMINISTRATIVE INSTROCS

SUBJFCTY  Crievencos and Complaints

PERSIUNEL STAFR____ ‘ B '
T o do (aot) soneur ‘ . PATE,

- T do %] coneur

mmmmmm SPAFT : —
I do (not) eonour . HATH

SPEBI&L SUPPORY HITA,”F‘ : DATE
» DA
T do (mt) coneur : %

,&»()(// MA Wdﬂmdﬁ.
m,/g%*&é e WM
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STATINTL
) o ‘ . DRAFTS 11/30/49°
' CENTRAL INTELLIGENCE AGENCY
Washington, D, C,
: STATINTL

ADMINISTRATIVE INSTRI

NC, .
- SUBJECTs  Grievances and Complaints ' - STATINTL

BESCISSICKSs Administrative 'Insiﬁz'uc"bion dated 27 Oct., 1943

Administrative Instruction , dated 16 Hov, 1948

1. Seope
’Ehis Instruction provides the policies and procedures for
employees seeking aﬂjusiment of personal complaints or grievances,
2, Applieation of Grievance Procedure
g. 4n empioyee may appeal under this procedure whens
(1) He is dlssatisfled with aspects of his working conditions
and relatidz’xships which are outside his co‘ntroi.
(2) BHe has completed his trial or probationary period and.
| ie béing separated for wmsatisfactory service, : v
(3) He is terminated for cause, such as delinquency or
misconduct, |

(4) He claims he was disoriminated against in a personnel

tion because of raoe, cnlor, religion or naticnsl origin.
. An applicmt for a position in CIA’ my appeal under this
?ﬁt‘ ’ edura vhen he alleges that his railurc to be appointed in the
Wﬁf .

. lgency 18 based solely on diacriminatim.

Ce 4An employee may not use this procedurea
(1) To delay the application of adverse decisions in cases

:I.nvolvlng effic_iency ratings, veterans! preference, reduét,ion

: Approvéd For Release 2006/11/06 : CIA-RDP81-00728R000100010018-5
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i

| i

)

in force appeals, and decisions on the classification of position.

\ -
MW(S@M&I;G appesl procedures are provided in the C, 5. C. fules
Wel{d b o, d Regulations on such matters. ) ‘

‘ ﬁ;‘d I ﬂ;f (2) In connection with separstions mede by the Director under
: ¢ !
: J’”m ﬂﬂf authority of Section 102 of the Hational Security Act of 1947. STATINTL

W‘M (Administrative Instructiol STATINTL

(3) In connection with the adjudication of loyelty cases.

I ‘
o . (Aduinistrative Instruction |

3. Grisvance Procedure

|
1
|
!
|
|
|
{

-
STATINTL

a; An emp;oyee firet should present to his immediate supervisor,
orally or in writing, any question, grievance, complaint, misvnder-
standing or similar difficulty., The supervisor will allow the -
.employee to state his éase fully and if necessai'y '1:.5 present wiinesses.
The supervisor will promptly investigate the situation and within five
working days notify the employge‘of his decision or action.

| b, If the employee is not satisfied with the ’decision or action
of the swpervisor he may appeal in writing to his Division Chief. |
A copy of the appeal will bel forwarded ‘by the Division Chief to the
- R Chief, ‘Per‘s'onnal Division, The Divisiqn' Chief will give the employeg
' full»oppqrtnnity to exyilain hia(pr‘oblem pérsc_me.lljr, ;xotify the employes
in ;uriting wifh;n £ive working days of his decision or action m,
5 . and fui'nish a copy with a complete written easé record to:the‘ Ghief,_:‘
‘Personnel Division. . '
] | c. If the case is st111 not settled to the satisfaction of the
employes he may request a heering before an impartial Advisory Appeai
Board. . ,
-2

Approved For Release 2006/11/06 : CIA-R-DP81-00728R000100016016-5 R
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(1) e Board will be constituted from among CIA employees

ag follows !

(2) One member nhmed by the employee ma.k;lng the appeal.
(b) One nember ﬁmd by the Assistant Director or Staff
Chief concerned, ‘
(e) One member selectsd by the two members nemed above,
(@) The Chief, Persomnel Division, will be nonevoting
chaiman and advisor. In case the £irst two members named
'cannot agree ‘on the ‘third xﬁembar within Athree working days,
- the echalrman will éelect a menber fron any 6fi‘ice other than .
that to which the amployee who submitted the appeal is assigned.
(2) The request for hearing will include the name of the board

' member desired by the employee and be forwarded to the A‘Lsaistani;

Divector or Staflf Chief concerned through the Division Chief and ,
the Chief s Personnel Division, who will attach the csge records,

(3) Vithin two working days after receipt of cass records

‘the Assistant Director or Staff Chief will forward the records

and his recormendation for a bosrd member to the chairman of the
board, | o
(%) !nmfclmirmn will convene the board and begin the hearings

- within 10 mrld.ng days a.ftez- rece:lpt of the case from the Asszstmt

Director or Staff Chiat‘. The empleyee meking the appeal nay be
accampanied o’ hearings by not more than tvo representatives of

_ his oun c}mice, He will inform the chairman of the names of such

repmsentau.tves prior to the time of the hearhgs. '

" Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5
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(5) Upon completion of the heerings a uritten report and the
recommendations of the majority of the members of the board certified
by the chalrmen will be foruarded to. the Assistant Director or Staff

' chief concerned. The Assistant Director or Steff Cidef will then,

“ within five working days, make his decision, inform the employee
in writing, and raiﬁurn 21l case records with a copjr of his decision
to the Chief, Porsomnel Division. |

(6} Except in cases involving alleged diseriminetion due to
race, color, religion or national origin the employee, if he is
sti11 dissatisTied, masy submit a writhen a’npeal‘ 40 ‘the Director,

 through the Chief, PersoxmeJ. Divi.,ion, who will abtach all case
records, . The Director mll make his decision either based on a z-eview
of the case records or by hear:?.nb the employee in person if deemed
Necessary. I:E' a. hearing ig held, the smployae may have representa-
tion if he so desires., The Director will inform the employee in
writing of his decision vhich will be finals All case records will
bo returnsd to the Persoonsl Division for file, |
de All required action in connection with alleged grisvances will
be cai-rieé out during normel working hours and regular working dayse
e, The Pefsonnel Relations Branch, Peréonpél Division, may be
consulted at any time relative to any gr:;evance or complaint.
¢, Employees making appeals will be notified in writing of any
dalays ia renderi':g decisions, - | ‘ ‘
‘g.'_ Eanployees w11l Ye allowed 10 working daya t.o nake appesals
tmm decisions at each level,
h.  Yhere an appeal 1o mde to the Director, the complaﬂ.nanﬁ and
other officers or omployoes involved in the complaint will be a;i’or&ed

Approved For Release 2006/11/06 : CIA:RDP81-00728R0001 00010016-5
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STATTNITL

. AT~ an opportunity to appear personally béfore i':he Director or a
! M - person deaignated by him. The complainant, 17 e so desires,
o “may have a representative of his own choosing.i

) 4e Pair Employment Procedurs

- W 8e  Mr, E. Re Sé.unders, Budget Officer, is designated as

CIA Fair Employmant Officer under the provision of Exeeutive
297;?/“‘" Order Hos 9980, |

bs Appeals of decisions of Assistant Directors and Steff
Ghiefs, in cases involving alleged discriminat:.on dus to race,
color, religion or nstional origin vill be made to. the Fair
mployment Officer instead of the Director. ' ‘

e. Complamts invelving discrimination in connection with
personnel actions mst be submitted not later than 30 calendar
days after the eomplamant learms of the alleged discrimination,

de The Falr L&nployment Offiger within 10 working days
olther Wil teke correetive or disciplinary action or recommend

Sl to the Director action necessary in eases involving actual diserimine
' ' ‘ ‘ -ation Wrmww
g | o " s The findings or actions of the Fair Emplo,ment Officer
| -;may be appealed to the Direetoz-.
‘ b 45 Deciuiona of the D:lrector in eases involving alleged
d:llcrimlution due to ruco, oolor, ungion or national or:bg:l.n
R which do not satisfytboamployeemkingthaappeulmybe
> ‘ -appealed to the Fair Enploynnnt Board in the Civil Service

Gm.tssion. ,
-Se

Apprloved‘Fdr Release 2006/11/06 * CIA-RDP81-00728R000100010016-5
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5 Expense and Travel

Travel or any ohher expense which the emplnyee, his rapresen-
% ‘ tative or witnesses might incur in comnection with attendsnce at
| | hearings granted at the employee's request, will not bevbome' by
CIA. Annual leave, leave \dth:)mt payy or a combination of both
will be granted for actual t'.ravcl tme by an@y CIA employee involved. :
6. Employee Unions '
- clA employees have the rz.gh'b to join or to refrain from

joining any organiaations or associa’rions of employees, t.he policies
. of which are not in conflict with their oath of office or appointe
ment affidavits. In ezerclaing this right they will be free from
. any all restraint, interferenée and coercicn on the part of adminise
trative and smervisory‘personnél. | |
7. National Security Council
With the concurrence of the Executive Secretary of the
'l National Security Council the CIA Fair Exzzployment officer will
also act upon any grievances which my arise among personnel of hie
‘office. In such cases the Exscutive Secretary of the National
Seourity Couneil will take the action prescribed herein for the
‘Director of Central Intelligence. | ‘ |
| FOR TRE DIRECTOR OF CENTRAL INTELLIGENCEs

STRAMHILL

9
Exocutive

DISTRIBUTION: ALL CIA EMPLOYEES
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' CONCURRENCES FORs

= No.

! bt wmﬂzsmrm‘msmngu_l R . STHTINTE -

SUBJECT: Crievances and Complaints

DATE

o

T do (not) conour

S PERSONNEL STAFF

BUDGET STAFF_ DATE,

Ido (nét) coneur

o ADMINISTRATIVE" STAFF____ e DATE,

| | T do (not) conour

i
|
i
I
P
|
{
i
i

SPECIAL SUPPORT STAFF._ DATE
I do (not) concur

..o . Aporoved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5:




0. . .

TATINTL

-

rﬂ e RV AU b

TATINTL .

. ADMINISTRATIVE INSTH
 NUMBER

" SUBJECT: GRIEVANCES AND caMPLAINrs
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s

(This Rescinds Admini stra’clve Instruction I:ldated

23 April 1947)
REFERENCES : Executive Order No. 9830 dated 24 I'ebruary 1947 (Grievances)
Exeoutive Order No. 9980, dated 26 July 1948 (Fair_ Employment

Pra ctices.

1., POLICY .

a. Assistént Directors, Staff Chiefs and other employees 'in super-
visory capacities will; in the administration of their offices, insure
optimum working eondiﬁions and relationships for personnel under‘ their
supervision. ' |

b, 4All recommendations for éers‘onnel ac‘cioﬁs will be based solely
on merit and fitness of an employee and iﬁ making such recommendations
there will be:no disorimination becausg of race, color, religion,»‘or
national origin; |

c. It is recognlzed that dlssatlsfactlon on. the part of employees
may arise in conneotion with working condltlons and relatlonshlps, or

status of“ employment. It is recognized further that applicants for

positions in CIA may feel that their failure to be appointed in the

Agency is based on disoriminetion. This ingtruction provides @& standard
i progeduré for. qeekihg-adjpstmqnt of‘pefsonal,épmplaints and grievances -

‘without restraint,. interference, coercion or reprisal.

2, APPLICATION OF GRIEVANCB P‘%OCEDURE

: B An employee may. appeal under this procedure when-

(1) He is dlssatlsfled wﬁ:h aspects of his working oondltlons

.

‘and rela‘cionshipa'which a:’-e‘c'mts‘idejhis'control. ; /}( M g&!! ‘4 é

728R000100010016-5, . . .
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(2) He has completed his trial or probatiopary period end
is being sepérated for unsatisfactory service,

(3) He is terminated for cause, such as delinquenoy or mis-

ccndudt.

(4) He claimjs he was discriminated against in & personnel
~action because of race, color, religion or naticnal origin. (Executive

Order No. 9980, dated 26 July 1048) .

b An applicant for a position in CIA may appeal under thls procedure

When€—-~\\§£ R ‘ S
S g Ko alleges that his failure to be appointed in the Agency S

is baged solely on discrimination.

0. A4n employse may not use this procedure:
(1) To delay the application of adverse decisions in cases
involving efficiency ratings, veterans' preference, reduction in force
‘appeals, and decisions on the olassification of positioné. Separate
eppeal procedures are provided in thé-G.S.C. Rules and Regulations on
such matters.

: (2) In connection with'separapionsbmade by the Director under
< EISTATINTL " ’ , : ‘ :
: : authority of Seotion 102 of the National Seourity Act of 1947. (See

Administratzve Instruction [::::::::]

BT ATINTL . (3) “In comneotion with the adjudication of loyalty cases.

(See Adminiatrative’Instruotion [:::::::::] ‘ : C ’ 5

3. GRIEVAVGE PROCEDUEE ‘ R S i

a. 4n employee should first present to hls 1mmed1ate supervlsor,

orally or in writing, any questlon, grlevance, complalnt, mlaunder—‘

u
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-5 -
standlng or gimilap dlffloul'by. The supe:v:.sor will allow the employee
‘ to state his case fully and if necessary to present w:.tnesses. The
superv:Lsor w:Lll promptly 1nvest1gate the smtuatlon and within five work- -
ing days no'hli‘y the employee of his declslon or ac't::.on.
b. ' If the employee is not satisfied with the decision or action of
the supervisor he may‘ appedl in writing to the Branch Chier. 4 oopy of
the written appeal will be- forwarded by the Branch Chlef to the Chief,
(MWJW wlis 30194,
Pergonnel Branoch, A, The Branch Chief will give the employee full
opport‘uni‘cy to explain his problem personally, notify the employee in .
writing within five working days of his decision or action taken, and
;E‘urn:.sh a copy with a complete written casge record to the Chief, Personnel
Brauoh.
e (1) If the case is still not settled to the satisfaction of the-
employee he may request a hearing before an impartial‘Advi‘sory A‘ppeal
~Board to be constituted from among ‘CI& employees as indicated below:
- (a) One member named by the employee making the appeal.
(v) One member named by the Assistant Director or Staff
Chief concerned,
(e) One member selected by the two nembers named above.
(a) The Chief_, Persennel Branch will be non-veting Chairman | , ’
ancl advisor. ' In case the first two members named cannmot agree
- within three Worklng days on’ the third member, the Chairman .

will select auch member from any off:.ce other than that to whlch

. QO0728R00010001.0016-5
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-4 -
the employee who submitted the appeal is assigﬁéd.
" (2)  The request for -hearing will include’the name of the
board member desired by the employee and be forwafded‘to‘the
‘ Assistant Direotor or Staff Chief conoerﬁed through the Branch
Chief and the Chief, Peréonnel Branch who will attach the case
reco:ds. ’
- (3) Within two working days after receipt of case reoords
the Agsistant Director or Staff Chief will forward the oase, with
his recommendation for & board member, to the Chairman of the
Board., | |
 (4) The chairman will éonvene the board and begin the hear-~
ings within 10 wprking days after réceipt of the case from fhe
Asgistent Director or Staff Chief. The employeé making the appeal
may be accompanied to hearings by not more than two fepresentatives
of his own ghoice; He will'inform the chairman of fhe names of such
representatives prior to the timé of the hearings.

(s) Upoh .completion of the hearings a written report and the

recommendations of the majority of the members of the board certified ‘

by the éhairman‘Wi;l be forwarded to the Assistant Director or Staff
Chief soncerned. vThe Assistént Directbr.or Staff Chief will then
within five working days make ﬁis decision, -inform the empldyée;in
ﬁriiing and geturnvall case records with a copy of "his decision to

the Chief, Pérsonnel Brénch;

G 7 Approved For Release 2006/11/06 ¢ CIA-RDP81-00728R000100010016-5
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(6) Exoept in oases involving alleged discrimination due %o
race, color, religion or national origin, the employee, if he is ' i
still dissatisfied, may submit a written appedl to the Director,

- through the Chief, Personnel Branch, ﬁho will attach all cage
records. The Director will make his decision.either based on a
review of the case }ecords or by hearing the employee in person if
deemed necessary. If & hearing is held the employee may have repre-
seﬁtation if he so desires. The Director’will inform the employee
in wrltlng of his decision, whlgp will be firal., All case records
will be retuzned o the Person Branoh for file.

[A')M; Ean fr bdrsnin aplh 32 Do "’W)
d. (1) The Exeoutive for A%M Als designated as CIA Fair Employment

vOfflcer under the provision of Lxecutlve Order No. 9980

(2) Appeals of decisions of Assistant Directorsijgi;ff Chiefs,
in ocages involving alleged disorimination due to race, color, religion
or national origin will be made to the Fair Employment Officer instead
of the Director.

(3) Complaints involving diserimination in cpnﬁeotion with person-
nel actions must be submitted not later than 30 calendar days after the
complainent lgarnsvof the alleged disoriﬁinafion. ‘

(4) The Fair Emfloyfment Officer will within 10 working days
either take peraonally; of recémmend to Ehe Director, any corrective

or . diseiplinary action considered necessary in cases involving acﬁuél

discrimination through either action or failure to act,

Aoproved For Release 2006/11/06 - CIA-RDP81-00728R000100010016-5
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4,

delay s
decisions at eaoh level.
' other off‘leers or employees :mvolved in the eomplamt will be afforded an«‘»'

opportun:.ty to appear personally The complalnr t, if he so deslres, ‘may

: have a representatlve of hls own choosing,

'di'scrimination due to race, color, relié;ion 6r national or‘igin which A
.do not satisfy the employee making the appeal may be appealed fo the }

Feir Employment Bosrd in the Civil Service Commission,

-6- ‘ .
(8) The findings or ac‘blons of ‘the Fair. Employment Officer = i
may be appealed to the Director.

(6) De01s1ons of the Director in ocases involving alleged

(7)  The provisions of this ‘sub-paragraph"d"provide an
interim means for implementing Exeoutive Grder No. 9980 and are subject 3
to ohange to bring them into accord with any regulatioﬁs in conflict
or elaboration which may later be issued by the Civil Servioe Commisg=-

sion-

e, ALl required action in conneotion with alleged grievances will be

carried out during normal working hours and regular w::rk:mg days.
fo The Personnel Relations Divigion, Personnel Branch, mey be con-
sulted at any time relative to any ;grievance or oomélaint.

a. Employees making appeé\‘ls' will be notified in writing of any
it_} #alering deoisions. k

b, meloyees will be allowed 10 vorking days to make appeals from

o, yWhere en appeal is made to the Director, the complaing\nt and

Hire o D ireclnr v o partan
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5. EAPENSE AND TRAVEL

kTravel or any other expenses which the employee, his representative
or witnesses might ﬁncur in ‘connection with attendance at bearings
granted at the employee's request, will not be borne by CIA. Annual
leave, leave without pay, or & combination of both will be pgrented for

actual travel time by any CIA employee involved.

6. EMPLOYEE UNIONS | |
' CIA employees have the right to join or to refrain from joining eny
organizations or éssociations of employeces, the policies of which ére not
in confliot with their oath of office or appointment affidavits. In
exercising this right they will be free from any and all restraint, inter-

ference and coercion on the part of administrative and supervisory personnel. i

[ = 20

. NATTONAL SECURITY COUNCIL | | S N

With the concurrence of the Executive Secretary of the National
. Security Council, the CIA Fair Employment Officer will also act upon
-any grievances which may arise among personnel of his off;[ce. In
such cages, the :Bxecutive Secretary of the National Security Council
will take the action prescribed herein for the Director of Central
Intelligence, e ‘ :

ok
1=
be

3
S
A
1
5
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1. POLICY

i Ny SR Es

STATINTL

N ‘ | DRAF o
; ‘ (9 Septemper 1948 - STATINTL

" ADMINISTRATIVE INSTRUGTION

NUMBER :| : v  STATINTL

SUBJECT: = GRIEVANCES AND GCOMPLAINTS —
(This rescinds Administrative InStruction:Iiated 23
v . April 1947) -
REFERENCES: Executive Order No. 9830, dated 2/ February 1947 (Grievances)
Executive Order No, 9980, dated 26 July 1948 (Fair Employment
~ ‘ ; Practices)

a, Assistant.Directors s Staff Chiefs and q/ﬁ/l/uer employeés in
supervigory capacities will, in the administragt'ion of th?ir officeﬁ,
insure optimuy working conditions and relafionships f‘qr peréonnel
under their supérvisidn.

| b ‘A1l recommendations for personnel actions invedvimpappoirtte

o .
will be based/on mérit and fitness

of an employee and in meking such recommendations there will be no
discrimination because of race, color, religion, or national ‘origin.

c¢. It is recognized that dissatisfaction‘ on the .part of employees .

may arise in connection with working condjtions and relationships, or I . ,
‘ 4 4 > 4 G /A Aty .

~ i TG T

status of employment.< ithi struction provides a s ard procedire /7, - .

for seeking adjustment of pei-sonal complaints and grie\}aﬂces withoutb
restraint, int'eriv‘erence‘, coercion’ or reprisal. | |
2‘. ‘APPL.ICATION OFkGRIEVANCE PROCEDURE »
a; An employee may‘ appéai under- this procedure when:
(1) He is dissgt;tsﬂegilwith a‘speéts' of his wg‘ vking conditions -
and relétiox;ships which‘ .are oﬁtsidé ‘his conf;rol; |
\' . (2) He ﬁas compietﬁd his trial Or‘p‘rob‘a‘.tionar)‘r period and -

is being separated for ‘unsat'i‘sfactoz"yvservice.‘

e
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g . . (3) He is terminated for cause, such as delinquericy or
misconduct.

(4) He claims he was diécriminatgd againsf in a personnel

"action because of racé, color, religion or national origin.
er (Executive Order No. 9980, dated 26 July 1948)
—_—-—e, An employee may not use this procedure'

(‘1) To delay the application of adverse decisions in ceases
involving efficiency ratings , veterans'’ preference%;ﬁ‘i)si ns
on the classification of positions. vSeparate appeal procedures
are provided in the C. S. C. Rules and Regulations on such |
matters.

(2) In connection with separations made by the Director

under authority of Section 102 of the National Security Act
of 1947. (See Administrative Instruction |:|

(3) 1In copnecfion with the adjudication of loyalty cases. STATINTL |

(See Administrative Instruction |:|

STATINTL -

3, GRIEVANCE PROCEDURE

a. V‘An employee should first present to his immediate supervisor,
orally or in writing, any quéstion, grievance, complaint, migunder— |
standing or siinilar difficulty. The supervisor will allow the empidyee
~to state hisy case fully and if necessary to present witnes;;es. The
supervisor will prompily inveatigate the situation and within five uorking

-days notify the employee of his decision or action.

-2
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b.‘ If the‘employee is not satisfied with the‘ decision or action
of the‘ supervisor hemay' appeal in writing to the Brancli Chief. A _
| copy of the written appeal will be forﬁrai'ded by the Branch Chief to
the Chief, Personnel Branch, A&M, The Branch Chief will give the
employee  full cpportunity to explain hia'problem perspnal]y, notify
the employee in writing within five working days of his decision or
action taken, and furnish a copy with a compleﬁe wriﬁtén case record
to the Chief, Personnei Branch,
c¢e (1) If the case is still not settled to the satisfaction of
the empioyee he may request a hearing before an impartial Advisoi'y
' Appeal Board to be constitﬁted from among CIA employees as indicated
below: |
(a). One member named by the employee making the appeale
‘ (b) One member named by the Assistant Director or Staff
Chief concerned,
(c) One member selected by the two members named above.
(d) The chief,vParsonnel Branch will be non-voting
Cheirman and advisor. In case ihe ’first two members named
-cannot agree within three working days on the third member,
the Chairman will select such member from any éffiéa other
t.izgn that to which the employee who submitted the appeal is
assigned, ' ‘ ’
(2) Tha‘ request for hearing will include the name of the
‘board member desired by the employes and be formardsd to the
Assis@aﬁt Diiecto: o:; Staff Chief concemd through the Branch
Chief ahd the Chief, Personz)él Branch who will attach ﬂn case
recofd‘a.i;‘ ‘ ' R “
(3)  Within two workihg days after 'receipf, of case records

e
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the' Assistant Director or Staff Chief will forward the case, with

his recommendation for a board member, to the Chairman of the
Board, .

(L) The chairman will convene the board and begin the hear-
vings within 10 working days éfter réceipt of tﬁe case from the

Assistant Director ‘ar Staff Chief. The employee ma.king the . appss

may be accompanied to hearings by not more than two emp
his own choice. He will inform the chaiman of the names of such
% to the time of the hearings.

(5) Upon completion of the hearings a written report and the
recommendations of the majority of the members of the board certified
by the chairman will be fqrwarded to the Assistant Director ar Staff
Chief concemed. The Assistant Dimétor or Staff Chief will then

© within five working days make his decision, inform the employee in

writing and return all case records with a copy of his decision to
the Chief, Persomel Branch. : |

(6) Except in cases involving alleged discrimihation due to race,
color, mligion or national origin, the employee, if he is still dis-
sa‘biéfied, may suhnip a written appeal to the Director, through the
Chief, Personnel Branch, who will attach all case 'recorda. The

Director will make his decision either based on a review of the case

~ records or by hearing the employse 'in.person if deemed necessary., If

a hearing is held the employee may have representation if he so desires. /
The Director will inform the employee in writing of his decision, which
will be final. All case records will be returned to the Personnel

‘Branch for file. ~ ‘
TIATD S o
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- . ds (1) The Executive for A%M is designated as CIA Fair Employment .

Officer under the pro{visiorx of Executive Order No., 9980,

(2) Appeals of decisions of Assistant Directorchr Staff

Chiefebin cases 1nvolvigg alleged discrimination due to race, color, f
religion’or national origin will be made to the Fair “mployment ‘

Officer instead of the Director,

Y ; ' ,
(4) The Fair: Employment Officer will within 10 working days

either take personally) or recommend to the Director, any corrective :

or disciplindry action considered necessary in cases lnvolving
;lctual discrimination through either action or failuee to act.
i : k ({) The findings or actions of the fair Employment Officer ‘ ]
i may be appealed‘to the Director. ‘
{ : (6) Decisions of the Director in cases involving alleged
discrimination due to race, color, religion or national origin
which do not aa\}ﬁ é,he employee niakin% jge agpeil #xay:be ‘
appealed to ther{Civil ServiZe Commission. '

(q) ‘The provisions of this sub-paragraph d provide an intes.
im means for implementing Executive Order No. 9980 and are subject
t‘o change to bring them into accord with any regulations in con-
flict or eleboration which may later be issued by th‘e‘Civil Service

Commission.

‘e. All reéuired action in bonneetion with alleged grievances
will be carried out during normal working hours and regular working days.
I ~ f. The Persorinel Relations Division, Pera‘onnel.Branch, may‘be
consulted at any time relative to any grievance or ‘complaint..
PR, Enployees making appesls will be notified in writing of sny

delays in renderiﬁg decisions, ‘ ' i

b. Employees will be allowed 10 woi'king days to make appeals R

R ~ from dgci’sibns at each level.’

B S
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& ‘ . Travel or any other expenses. which the employee, his representative -
L " :

: or witnesses might incur in connection with attendsnée at hearings granted i
i . : . » i
} " at the émployee!s recuest, will nét be borne by CIA., Annual leave, leave
: ~ without pay, or a combination of both will be granted for actual travel

time by any CIA employee involﬁed.

i R. H. HILLENKOETTER

\ Rear Admiral, USN
g Director of Central Intelligence
DISTRIBUTION: All CIA Smployees
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b e FEDERAL REGISTER

' o o Wednéaday, September 29, 1948

TITLE 5 —- ADMINIS TRATIVE PERSONNEL
Chapter 1 — C.S.C.

Part 36 -~ Interim Procedures Governing Fair Employment Practices Under ’
Bxecutive Order 9980 :

Lok : Pursuant to Executive Order 9980 the Commission, pending the estab-
o lishment of the Fair Employment Board authorized therein, hereby prescribes
Lo _the following interim procedures governing fair employment practices within

the executive branch of the Goverrment: :

36.1 - Coverage. The regulations in this part shall apply to all
departments and agencies in the executive branch of the Govermnment ad
to all personnel actions with respect to positions therein.

36.2 - Fair Employment Officer. (a) ' The head of each department or
agency shall designate an official thereof as Fair Employment Officer, and
shall assign to him the duties and respongibilities which will further the
effective administrative operation of the department or agency and encour-
age the carrying out of Executive Order 9980,

, (b) The Fair Employment Officer may represent the head of the
| department or agency“hatters pertaining to Executive Order 9980, subject
to his instructions. ‘

b (¢) The head of each department or agency shall provide, on a tempo-
rary or permanent basis, either a Fair Employment Officer, or a Fair
Bmployment Board, for each regional or other appropriate field office or
local establishment in accordance with the needs and problems of the
i : agency in each field area. Such Fair Employment Officer or Fair Employ-

‘ : ment Board shall be ‘appointed from among the officers and employees of
the department or agency. - ‘

T (d) Te head of each department or agency shall instruct the of ficers
% of his department or agency with regard to the meaning, spirit, and appli-
. ‘cation of Executive Order 9980. He shall give notice to all officers and
employees of the designation of the Fair Employment Officer, ad to the
employees of the regional or other appropriate field office of the desig- :
nation of the Fair Employment Officer or Board for that office. ;

36.3 - General procedures for handling complaints and appeals.
(a) Complaints concerning personnel actions taken in any department or
agency on grounds of alleged 'discrimination because of race, color,
religion, or national origin shall be made not later than 30 calendar
-days after the complainant learns of the alleged acts of discrimination.

‘ (b) Any person having a complaint concerning a personnel action
- taken in the department or agency on grounds of alleged discrimination

.shall first make a formal or informal complaint either to the head of the
‘organizational unit in the local office whgre the alleged acts of dis-

3
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Tepresentative of his own choosing. ) ; } .

shall then be referreqd to the department or agency concerned for such
further action as may be necessary under Executive Order 9980,

Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010

crimination‘ occurred, or to the head of such local office, in order to
obtain proper understanding and adjustment, if possible, through such ]
means at this‘level of the department or agency., : :

discrimination shall be conducted in the firgt insbance within the regional

office or other appropriate field office or local establishment,

(d) e complainant shall have a further right of appeal, if desired,
through successively higher appropriate agency channels, including appeal
to the head of the agency. Complaints which are appealed beyond the head ‘
of the local office involved shall be in writing, and shall include a CT
description of the specific action which ig alleged to constitute the dis-
crimination, together with evidence to support the allegntion.

(e) Complaints shall be investigated as well as heard in such
manner as appears fair and appropriate to the head of the department or o
agency, in consultation with the Fair Buployment Officer. fThe complainant !
and the officers or employees against whon complaint is made shall present
their side of the case to the investigator, who may require. the complainant
to further substantiate hig complaint by bringing in witnesses or indicating
further sources of information. He may also require the officers or
employees concerned to submit additional information. -

(f) Whenever the Fair Employment Officer or Fair Employment Board
finds that discrimination because of race, color, religion, or national
origin is established in connection with any personnel action he whall
advise the head of the regional office or other appropriate office of the
department or agency. ,

(g) The head of the department or agency shall provide a suitable
method for taking corrective administrative action in cases where com-
plaints appear, after investigation, to be Justified.

appear personally before the head of such agency, or a person desig-
nated by such head, The complainant, if he so desires, may have a

\

, (1) * An appeal from an unfavorable decision by the head of the _
department or agency may be filed with the Fair Employment Board in the
Civil Service Commissiqn.' : :

36ely = Discrimination alleged in connection with othep types of
appeals. . (a) Where an appeal involving section 1k of the Veterans!
Preference Act of 194k, or reduction in force, or efficiency rating,
includes also complaint of alleged discrimination on grounds of race,

‘color, religion, or national origin, such appeal shall first be adjudi-

cated in accordance with the Commission's Tegulations that are regularly o
applicable in these types of appeals., The Question of discrimination S

U.s.C.S.0. ;- - ;
He B. Mitchell, President.

A - | . . | | o
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CENTRAL IN TELIIGENCE AGENCY
' Washington 25, D, C.

16 November 1948

ADMINISTRATIVE INS STATINTL
e -
SUBJECT: GRIEVANCES AND COMPLAINTS
STATINTL
Paragraph 3d(1), Administrative Instruction No|:| STATINTL
dated 27 October 1918, is changed to readrasy ’folllom;‘: o ' E'
i | Deputy Executive for Inspectioh ;
and»sme s 18 designated as CIA Fair Employment Officer ]
under the provision of Executive Order No. 9980." i
} ; ¢ i
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ‘l
STATINTL }'
ve Tor i
; \ Administration and Management "
DISTRIBUTION: ALL CIA BMPLOYRES | | |
!
-
¢
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[Pusric Law 600—79te CoNarEss] - v SN
[CHAPTER 744—2D SEssion] ’ -
[H. R. 6533]

AN ACT

To authorize certain administrative expenscs in the Government service, and for
other purposes.

Be it enacted by the Senate and House of Representatives of the
United States of America in Congress. assembled, That (a) under
snch regulations as the President may prescribe, any civilian officer or
einployee of the Government who,.in the interest of the Govern-
ment, is transferred from one official station to another, including -
transfer from one department to another, for permanent duty, shall,
except as otherwise provided herein, when authorized, in the order
directing the travel, by such subordinate official or officials of the
department concerned as the head thereof may designate for the
purpose, be allowed and paid from Government funds the expenses
.of travel of himself and the expenses of transportation of his 1mme-
diate family: (or a commutation thereof in accordance with the Act
~of Fehruary 14, 1931) and the expenses of transportation. packing,
. evating, temporary storage, drayage, and unpacking of his household

oods and personal effects (not to exceed seven thousand pounds -
1f uncrated or eight thousand seven hundred and fifty pounds if
crated or the equivalent thercof when transportation charges arve
based on cubic measurement) : Provided, That advances of funds may
be made to the officer or employee in accordance with said regulations
under the same safeguards as ‘are required under the Subsistence
Expense Act of 1926 (5 U. S. C. 828) : Prowided further, That the
allowances herein authorized- shall not be applicable fo civilian
employees of the War Department and their dependents when trans-
ferred under the provisions of section 3 of the Act of June 5, 1942
(50 U. 8. C. 763), nor to officers ‘and employees of the Foreign Serv-
ice, Department of State: Provided further, That no part of such -
. expenses (including those of officers and .employees of the Foreign

Service, Department of State) shall be allowed or paid from Gov-
ernment funds where the transfer-is made primanly for the con-
venience or bencfit of -the officer or employee or at his request:
Provided further, That.in case of transfer from one department
“to another such expenses shall be payable from the funds of the.
-department to. which the officer or employee is transferred.
* 7 (b) In lieu of the payment of actual expenses of transportation,
packing, crating, temporary storage, drayage, and unpacking of
household goods and personal effects, in the case of such’ transfors
between points in continental United States, reimbursement shall be
made to the officer or employee on a commuted basis (not to exceed the
amount which would be allowable for the authorized weight allow-
ance) at such rates per one hundred pounds as may be fixed by zones
in regulations prescribed by the Presicent. R

Approved Eor Release 2006/11/06 : CIA-RDP81-00728R000100010016-5
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(c) Funds available for travel expenses of civilian officers and
employees shall also bo available for the expenses of the transporta-
tion of their immediate families, and funds available {or the trans-
portation of things shall also be available for the transportation of
household goods and effcets, as nuthorized by this Act.

. Src. 2. The Act of October 10, 1940. (5 U. S, C. 73¢-1), relating
to allowances for the transportation of household goods, section 5§ of
the Act of March 4, 1923, as amended (19 U..S. C. 48), relating to
traveling and subsistence expenses of customs officers and employees,
the- first sentence of section 645 (a) of the Tariff Act of 1930

v i (19 U. 8. C. 1645 (a)), relating to traveling and subsistence expenses
' : s of the families of such officers and employees, and other Acts relatin{;

B to allowances to civilian officers and employees in the executive branch
| ‘ of the. Government (except those mentioned in the second proviso
‘ ; clause of section 1 (a)-of this Act) on transfer from oneofficial station
4 : to another for permanent duty, are hereby repealed.

Seo. 3. The Act of February 14, 1931°(5 U. S. C. 73a), as amended,
is further amended to read as follows: ‘

“Civilian officers or employees or others rendering service to the
Government shall; under regulations prescribed by the President, and

] unless otherwise provided in the appropriation “concerned or other
| . law, and whenever such’ mode of transportation ' is authorized or
approved as more advantageous to the Government, be paid in lieu of
3 actual expenses of transportation not to exceed 2 cents per mile for the
l ; : use of privately owned motorcycles or 5 cents per mile for the use of
‘ privately owned automobiles or airplanes when engaged in necessary
' travel on official trips from their designated posts of duty or places of *
‘ service, or 2 cents per mile for the use of privately owned motorcycles
ot 4 cents per mile for the use of privately owned automobiles when
l , used on official business wholly within the limits of their official sta-
tions of places of service. -In addition to the mileage allowances pro-
vided for in this section, there may be allowed reimbursement for the
; actual cost of ferry fares and bridge, road, and tunnel tolls.”
i Src. 4. Until June 30, 1948, when authorized in.an appropriation
or other-Act, appropriations available for travel expenses shall be
available for the payment, without regard to the rates authorized
by the Subsistence Expense Act of 1926, as amended (5 U. S, C. 821-
833), of per diem allowances in lieu of subsistence expenses to civilian
officers and employees of departments while traveling on-official busi-
ness outside cortinental United States and away from their desig-
nated posts of duty: Provided, That the amount of such allowances
shall be determined by the head of the department concerned or by
such subordinates as he may designate for the purpose, but shall in
no case exceed the maximum established by regulations prescribed
by the President for the locality in which the travel is performed.
Skc. 5. Persons. in the Government service employed intermittently-
; ag consultants or experts and receiving compensation on a per diem
i when actually employed basis may be allowed travel expenses while
: away from tﬁeir homes or regular places of business, including per
. diem in lieu of subsistence while at place of such employment, in
; accordance with the Standardized Government Travel Regulations,
b Subsistence Expense Act of 1926, as amended (5 U. 8. C. 821-833), ;
: ‘ and the Act of February 14, 1981, as amended by this Act, and per- -
5 . sons serving without compensation or at $1 per annum may be allowed, L
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i\_*hile away from their homes or regular places of business, transporta-
tion in accordance: with said regulations and said Act of February 14,

1931, as so amended, .and.not to exceed $10 per diem:in lieu of sub-

sistenceé en route and at place of such service or employment. inless

a higher rate is specifically provided in-an appropriation or other Act.
Stko. 6., Section 10 of‘the Act of March 38,1933 (5 U. S. C. 73b), is

hereby amended to read as follows: T
“Suc. 10. Whenever by or under authority of law actual expenses

for transportation may be allowed, such allowances shall not exceed .

the lowest first-class rate by the transportation facility used in such
transportation unless it is certified, in accordance with regulations
preseribed by the President, that lowest first-ciass accommodations are

‘not available or that use ¢ d compartment or such' other accommoda-

tions as may be authorized or approved by the head of the agency con-

cerned or such subordinates as he may designate, is required for pul‘-l_____.—-...‘

poses of security.” :

Sro. 7. Appropriations for the departments shall be available, in
accordance.with regulations prescribed by the President, for expenses
of travel of new appointees, expenses of transportation of their imme-
diate families and expenses of transportation of their household goods
and personal eflects from places of actual residence at time of appoint-
ment to places of employment outside continental United States, and
for such expenses on return of employees from their posts of duty
outside continental United States to the ! == of their actual residence
at "time of assignment to duty outside tie uUnited States: Provided,
“That such expenses shall not be allowed new appointees unless and untii
the person seiected for appointment shall agree in writing to remain
in the Government service for the twelve months following his appoint-
ment, unless separated for reasons beyond his control.. In case of a
violation of such agreement any moneys expended by the United States

~ on account of such travel and transportation shall be considered as a

debt due by the individual concerned to the United States. This sec-
tion shall not apply to appropriations for the Foreign Service, State
Department. . . :

Sec. 8, In purchasing motor-propelled or animal-drawn vehicles
or tractors, or road, agricultural, manufacturing, or laboratoryequip-
ment, or boats, or parts, accessories, tires, or equipment thereof, or any
other article or item the exchange -of which is authorized by law, the
head of any department or his duly authorized representative may
exchange. or sell similar items and apply the exchange allowances or

roceeds of sales in such cases in whole or in part.payment therefor:
rovided, That any transaction carried out under the authority of this
section shall be evidenced indvriting. '

Sko. 9. (a) Section 3709 of the Revised Statutes of the United .

States is hereby amended to read as follows: .
“Unless otherwise provided in the appropriation concerned or other
law, purchases and contracts for supplies or services for the Govern-

‘ ment may be made or entered into only after advertising a sufficient

time previously for proposals, except (1) when the amount involved in
.any- one case does net exceed $100, (2) when the public exigencies
require ‘the immediate delivery of the articles or. performance of ‘the
service, (3) when only one source of supply is‘available and the Gov-

ernment purchasing or contracting officer shall so certify, or (4) when
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the services are required to be performed by theé contractor in person
and are (A) of a technical and professional nature or (B) ‘under
Government, supervision and paid for on a time basis. Txcept (1) as °
authorized by section 29 ‘of the Surplus Property Act of 1944 (50
U. S. C. App. 1638), (2) when otherwise authorized by law, or, £3)
when the reasonable value involved in any one case does not exceed
$100, sales and contracts of sale by the Government shall be governed

! o . . by the requirements of this section for advertising.” :

(b) Exemptions from section 3709, Revised Statutes, in other law
in amounts of $100 or less are hereby repealed. : !

(c) In the case of wholly owned Government corporations, this
section shall apply to their administiative transactions only.

Skc. 10. Whenever a department is authorized by law to hold hear-
ings and to subpena witnesses for appearance at said hearings, wit-
nesses summoned to and attending such hearings shall be entitled to
the same fees and mileage, or expenses in the case of ‘Government

? ‘ ' officers and employees, as provided by law for witnesses attending

in the United States courts. :

Sxo. 11, The first sentence of section 3648 of the Revised Statutes
: . (31U.8.C.529) is hereby amended to read as follows:

4 ‘ » '"“No advance of public money shall be made in any ease unless

: ' authorized by the appropriation concerned or other law.”

Sro. 12. The head of any department may delegate to subordinate
officials (1) the power vested in him by law to take final action on
mattevs pertaining to the employment, direction, and general admin-
jstration of personnel under his department; (2) the authority vested-
- in him by section 3088 of the Revised Statutes (31 U. 8. C. 675)
| ; . to direct the purchase of articles from contingent funds; and (8) the

' authority vested in him by section 3828, Revised Statutes (44 U. 8. C.

324)i to authorize the publication of advertisements, notices or pro-
posals. : :

Sko. 18. Appropriations available for the procurement of supplies
and material or equipment shall be available for the purchase and
inaintenance of special clothing and equipment for the protection of
personnel in the performance of their assigned tasks.

Sic. 14. The head of each department is authorized, under such rules
and regulations as the President may prescribe, to pay ca sh awards to
civilian officers and employees (or to their estates) who make meritori-
ous suggestions which will result in jmprovement or economy in the
operations of his department and which have been adopted for use
and to incur necessary expenses for the honorary recognition of excep-
tional or meritorious service: Provided, That no award shall e paid
to any officer or employee for any snggestion which represents a part
of the normal requirements of the duties of his position, With the

P exception of the War and Navy Departments, the amount, of any one

- award shall not exceed $1,000 and the total of cash awards paid during

P any fiscal year in any department shall not exceed $25,000. -Payments
j may be made from the ap sropriation for the activity primarily bene-
fiting or may be distributed among appropriations for activities benefit-
ing as the head of the department determines. A cash.award shall
be in addition to the regular compensation of the recipient and .the
acceptance of such cash award sball constitute an agreement. that the
use by the United States of the suggestion for which the award is made
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shall not form the basis of a further claim of any nature upon the
United States by him, his heirs or assigns.
All other Acts or parts of Acts in conflict with the provisions of this
section are hereby repealed. . R '
Bro. 15, The head of any department, when authorized in an
appropriation or other Act, may procure the temporary (not in excess
of one year) .or intermittent services of experts or consultants or
orgunizations thereof, including stenographic reporting services, by
contract, and in such cases such service shall be without regard to the
civil-service and-clagsification laws (but as-to agencies subject to the
Classification Act at rates not in cxcess of the per diem equivalent of
the highest rate payable under the Classifieation -Act, unless other
rates are specifically provided in the appropriation or other law)
and, except in the case of stenographic reporting services by organi-
“zations, without regard to sectton 3709, Revised Statutes, as
amended by this Act. ;
Sec. 16, (a) Section 5 of the Act of July 16,1914 (6 U. S. C. 78),is
amended to read as follows:
" “Spo. 5. .(a) Unless specifically authorized by the appropriation
concerned or other law, no appropriation shall be expended to pur-
clinse or hire passenger motor vehicles for- any branch of the a}'ov-
“ernment other than those for the use of the President of the United
States, the secretaries to the President, or the heads of the executive
departments enumerated in 5 U. 8.C. 1.
- “(b) Excepting appropriations for the Military and Naval Estab-
lishments, no appropriation shall be available for the purchase, main-
tenance, or operation of any aircraft unless specific authority for the,
purchase, maintenance, or operation thereof has been or is provided
i such appropriation. i : :
“(c) Unless otherwise specifieally provided, no appropriation
available for any department shall be expended—

“(1) to purchase any passenger motor vehicle (exclusive of
busses, ambulances, and station wagons), at a cost, completely .
equipped for operation, and including the value of any vehicle
exchanged, in ‘excess of the maximum price therefor, if any,
established pursuant to law by a Government agency and in no
event more than such amount as may be specified in an appro-
_priation or other Act; which shall be in addition to the amount
requived for transportution} )

“(2) for the maintenance, operation, and repair of any Gov-
ernment-owned passenger motor vehicle or aircraft not used
exclusively for official purposes; and ‘official purposes’ shall not
include the transportation of officers' and ‘employees between

. their domiciles and places of employment, except in cases of
medical officérs ‘on out-patient medical service and except in

" cases of officers and employees engaged.in field work the char-
acter. of whose duties. makes such transportation necessary and
then only as to such latter cases when the same is approved by
the head of the department concerned. Any officer or employee

" of the Government who willfully uses or authorizes the use of

"~ any ' Government-owned ‘passenger motor vehicle or aircraft,
" or of any passenger. motor vehicle or aircraft leased by the'
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Government, for other than official purposes or otherwise vio-
lates the provisions of this paragraph shall be suspended from
duty by the head of the department concerned, without com-
pensation, for not less than one month, and shall be suspended
for a longer period or summarily removed from oflice if circum-
stances warrant. The limitations of this paragraph shall not
apply to any motor vehicles or. aireraft for oflicial use of the
President, the heads of the executive departments enumerated
in 5 U..S. C. 1, ambassadors, ministers, chargés d’affaires, and
other principal diplomatic and consular officials. )

“{d) In the budgets for the fiscal year 1948 and subsequent fiscal
years there shall be submitted in detail estimates for such necessary
appropriations as are intended to be used for purchase or hire of
passenger motor vehicles or for purchase, maintenance, or operation
of ‘aiveraft, specifying the sums vequired, the public purposes for
which said conveyances are intended, the number of currently owned
conveyunces to be continued in use, and the oflicials or employees by
whom all of such conveyances are to be used.

. “(e) The acquisition of aireraft or passenger motor.vehicles by

any agency by transfer from another department of the Government

shull be considered as a purchase within the meuning hereof.”

(b) The second paragraph of section 8 of the Act of March 18,
1904 (33 Stat. 14235 U. 8. C.77), s hereby repealed.

Section 4 of the Act of February 8, 1905 (33 Stat. 687; 5 U. S. C..
T ‘) ,is hereby amended to read as follows:

‘All motor vehicles acquired and used for oflicial purposes of the
departmental service in the District of Columbia shall have con-
‘spicuously imprinted thereon at all times the full name of the executive
department or other branch of the public service to which the same
belong and in the service of which the same are used.” )

Sre. 17. (a) The following statutes or parts of statutes are hereby
repealed: :

Sections 1779 and 192, as amended, of the Revised Statutes
(6 U. S. C.102); ‘ ‘ :

The Act of January 21, 1881 (44 U. 8. C. 823) ;

Section 8 of the Act of March 15, 1898 (31 U. 8. C. 678).

(b) That portion of the Act of July 81, 1876, (44 1. S, C. 321; 19
Stat. 105), reading as follows: “and in no case of advertisement for
contracts for the public service shall the same be published in any
newspaper published and printed in the District of Columbia unless
the supplies or labor covered by such advertisement are to be fur-
nished or performed in said District of Columbia” is hereby amended
by adding at the end thereof “or in the adjoining counties of
Maryland or Virginia”. .

(¢) That portion of the Act of June 23, 1906 (3 U. 8. C. 43) read-
ing as:'follows: “not exceeding $25,000 per annum” is hereby amended
to read, “not exceedi g $40,000 per annum”. .

Skc. 18. The word “department” as used in this Act shall be con-
strued to include independent establishments, other agencies, wholly
owned Government corporations (the transactions of which corpora-

.. tions shall be subject to the ‘authorizations and limitations of this

" Act, except that section 9 shall apply to their administrative trans-
actions only), and the government of the District of Columbia, but
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shall not' include the Senate, House of Representatives, or office of
the Architect of the Capitol, or the officers or employees thercof.
The words “continental United' States” as used herein shall be con-
strued to mean the forty-eight States and the District of Columbia.
The word “Government”.shall be construed to include the government
of the District of Columbia, The word “appropriation” shall be
* construed as-including funds made available by legislution under
section 104 of the Govérnment Corporation Control Act, approved
December 6, 1945,

Sic. 19. Sections 1, 8,4, 5, 7, 14, and 15 of this Act shall not apply
to persons whose pay and allowances are established by the Pay
Readjustment Act of 1942. .

Sro. 20. Sections 1 and 2 of this Act shall become effective on the
first day of the third calendar month following the enactment hereof.

Approved August 2, 1946. : )
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STATINTL

ITRAL INTELLIGENCE AGENCY

Weshington 25, D. C.

16 November 1948

T

ADIINTSTR,TIVE INGTRUCs=ON . | | STATINTL - -
WULBER ' :
SUBJECT: GRIEVANCES 4D COMPLAINTS
o ‘ STATINTL

paragraph 34(1), Administrative xnstruction|:| !
dated 27 October 1948, is changed to read as follows: : © STATINTL ©

Deputy Executive for Inspection
and Security, is designated as CIA Fair Employaent Officer
under the provision of Executive Order No. 998C.u

‘ STATINTL
FOR THE DIRECTOR OF CEWTR.L INTELLIGENCE: s

Txecutive for

Cdministration and ranagerent

DISTRIBUTION: ALL CIi BE.FLOYZES ;
: ;

i

;

i
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